power point ^ * ^ * g^^jj ^j*^ 

AjAjjiiil (jiajjxSl (Office) <-ii^l g^ljj 6^ 6^J ^j*-" ^Jaa g^Ujj ja 

^jAjiAil jjI^I ^\^^\ (Presentation) 

power point ^ ' ^ ' g'^'-jjj 
start 1 



start "l.^l" (> All programs -^=^^1 



" ^. 




6 J Games 


■l 


W| Microsoft Word 2010 ► 


1 khaied ■ 


jil Getting Started ► 

Paint ► 


Documents 

Pictures V 
1 Musk 


Windows Media Center 




Ganges 


2 Calculator 




Sticky Notes 


Computer 


Control Panel 


1^ Microsoft PowerPoint 2010 ► 


Devices and Printers ^ 


Snipping Tool 


Default Programs M 


1^1^ Remote Desktop Connection 


Help ar>d Support 1 


SnagltS 


J 


► All Programs | 




1 \Search programs and files P | 












Microsoft (ijs Jai^l jall -uulill Microsoft Office (jjs iai-^l 

^jjajxi LtiS PowerPoint^ * ^ * 



O Windows Medta Center 
!Ci Windows Media Pla>'er 

Windows Update 
VI XPS Viewer 

.. Accessones 

. ASRock Utility 

• Cyteflink MediaEspresso 
, Games 
, Google Chrome 
Maintenance 

McAfee Security Scan Plui 
, Microsoft Office . 

Norton Internet SecWty 

SharePoint 

SnaghS 
. Startup 

VideoLAN 
,. WinRAR 
». XFastLAN 

XFastUSB 



Back 




Default Programs 
Help arxJ Support 



|P] Microsoft PowerPoint2010 



a^jjI ^^^Jc ^ jiiji PowerPoint^ * ^ * ^^jVqMI ^jiajxil diaU tiUi ^ j^-^ 

Presentation ^ c> j^^ a^^I ^ j 



Paste 



Presentation! - MicrcGcft Po .verPoint 



"SI 



^1 Layout - 
^ Reset 



' A A ' 
^ U S AV Aa ' A 



^ Shape Outline - tac Replace ' 
Shape Effects • Select ' 

J Editing 



Click to add title 



Click to add subtitle 



Click to add notes 



Slide 1 of 1 I "Office Theme' Arabic (E< 



1± 



X 1 Outfine I Slides 



i3 



:i - li 




Click to add title 



Click to add subtitle 



elide to add no^es 



%)tat 1 oi \ Office ni«fM 



New, Open, Close, Save As, j^l jVl File s^jf^^l 

^^Print 

^ ^1 j^tjVl (j^j cj^j ^ Save , Undo ^(yj^' Jj^j^' cijljjil -V 



i 



opening a presentation u^j^\ gjfl 

^SjjLoJI jLuU File ii-a S^Jf^l 5-a!>lc ^jjS JaijJal 





;Mn-± Iri - • Z e. gn Transitions 




i 


Paste ^ 

Clipboard i 


1 L:EJ Layout - ^ 

»- ' ^ Reset 1 


New ^ ^ ^. B ^ U S a 
Slide - _Li Section - — 

Slides Fo 





open AJiuLiAlt ^ -Y 

IE' ... 



Home Insert 



Save 
Save As 



17^ Open 



d Close 

pr 

k 



Recent 
New 



Ctrl + O JaxjJalU ^JjlLJl j\ (J^jia (JC- L-kLi (J^-<4J i Aia^!)Li 

LoS l_lujL^I (J^I^ ^-^^ J A-^^ ^^U^aII L-aLJI jLiiky lSJ^ c-i jjuj 




Closing power point <j^>^t p^jxil jjla 

^<jaiUjall jIjuoJ (^j^I) <^-aL<i File S-yjf^^ A^^^ ^jja iaxjJal 











H 




Insert Design 


Transitions 






1 s| Layout ^ ^ 


Paste ^ 
Clipboard 


r J e w 
Slide - 


g| Reset 

1 Section ^ 

Slides 


^ U S ^ 

Fo 





Exit Close j^Vl aJajouJI <>uU11 (j-^i -Y 
. ciujjjjjUll ^t^U jj uj^ L?^^' cr^^l L)-^ c3^ Close j^^^t 

.ClilijjjjUll J jlliAll 4 j^pqMI ^jia (j^ylc-U ^ jL Exit 



ll 1P1 1 


^^^^^^^^^H Home Insert 


tLJ Save 

Save As 
17^ Open 
r~J Close 




^^^^^ 




Recent 




INJew 




Print 




Save Si Send 




Help 

fs^ Op'tiorts 

1 







1 cz, 1 © 1 S:? 1 






pe FIH - 


, ^ Find 1 







Alt laxj^U ) <j^UJl ^llsill j\ Alt + F ^ -kxjJall ^jia (JC 



1 



New Jaxjjal File c><i 



Presentationi - Microsoft PowerPoint • 



Available Templates and Themes 
* (5J Home 



Blank presentation 



% li --^ I 



presentation templates templates 
Office.com Templates 



j Search Office.com for templates 1 1 j 



'^[^ % © \M 

Envelopes Flyers Forms Greeting 



Invitations Invoices 



Plans Presentations Reports Resumes and Schedules 



Stationery More 



□ 



J£^Ij ^l^j^ us Create ^ Blank presentation ^ 




Blank presentation ^j^j^l jS^W cr^^ ^-^^^ ^-^^ 

Ctrl +N JaxjJallj ^jjILJI lSiJJ^ (J^ 



V 



Save As iai^l File c> 



Ssve As 



Open 
Close 



R.e cent 

ISJew 

Print 

Save 6d Send 
Help 

Options 
^3 Exit 



Save As 



|P1 Save As 



► Libraries > Documents i 



Organize New folder 

[P] Microsoft PowerPC — 



•s' Favorites 

■ Desktop 

4. Downloads 
Recent Places 

1^ Libraries 
[3 Documents 
J) Music 
g Pictures 

■ Videos 

«^ Homegroup 



Documents library 

Includes: 2 locations 



Snagit Catalog 



Save as type: [ PowerPoint Presentation 

Authors: khaled 



Arrange by; Folder 



Date modified 
TOT/U/npU:)T 

TOT/n/n^.i:.. 



File folder 
Microsoft PowerP... 
Microsoft PowerP... 



32 KB 
32 KB 



Title: PowerPoint Presentatioi 



1 r 



^^Lj ^JslI V jl (j-^Lk]l ^ ^j Vq'iti (jiajxll ^1 cjjSI tpilenanne ai-<^l ^( ^j-^' 

save -lai^ (jj^ ^ ^^^^jjaljiiaVl c-aL^ll ^1 J j^Sl 

4,JolJa]| ^^^-Icl jl jja'.H' Jai^ (jjS jiill jl CTRL+S U:^^-^' LS^ -kxjJall (J^-<4J JicU^ ^ j 

^^vVqi\l (jiajxU Jai^l ^ jj -^-^ ^ save as type ^ Jai^ ^ 
^ -kia < q ^u-i ^j-<^^ c-L-p. PowerPoint Presentation uj-^ c^-^^ J^V^ h q^ti - 

. *.pptx ^I^Vl ^Ijj ^PowerPoint ^ * * V jl PowerPoint ^ * ^ * 
aLLuj cijIjIjlj^I j) PowerPoint ^ ♦ ^ ♦ u-^^ cs^^ (j^j-^ cs-^ '-J j^^^^^ 

^ aJjuaJI a-^U1I ^ PowerPoint ^ V-Y * * V Presentation^^ ^ ^PowerPoint 

*.ppt ^i^Vl ^tjj ^ 

j) aI^^I jji ^save as h jl 'O^^^ s-^W^W ^ ^ 

.A-i ^x^j.VqM) (jiajxil hq^ Aijj 



A 



(JIaj T3sk b3r ^W^^ -^^j^ jLI tilU^ (jj^ ^j^j VqMI jj^^ Cj^ 

Power Point ^^^-^ 





Q PowerPoint 10 [Protected View] ... Q Presentation2 - Microsoft Powe... Q Presentations - Microsoft Powe... 



XFastUSB G41M-VS3 Sn 
R2.0 

VLC rTiedia.,_TyberUnk^Ope 
player MediaEspre... 




View S-yjf*^' <^!)lc j_gic Jax-^^l jA .dljjjjjjlj ^-aU^ jJiAll 4.XaJjii]l JJjJl (j^ (JjAlii] 



Home Insert 



Design Transitions Animations Slide Slio. 



f 1 crosoftPowerPointI 

Review '/lew Add-Ins 



[J 



GEEH 




0 


H H 























Slide Notes Reading Slide Handout Notes 



O Ruler 

O Gridlines 



I Color 



^ i ^ Arrange All 
'^Cascade 



Sorter Page View Master Master Master □ Guides Direction- 



— ^ Q Grayscale ^ 
Zoom Fit to New ^ 

Window y Black and White window Move Split 



H9 






Switch 


Macros 




Windows " 







^'lesentation View 



Direction Zoom 



Color/Grayscale 



1 PowerPoint 10 
/ ' 2 Presentation! 



Setting A Default Working Folder ^tj^avi j^i iia^ ^jjjxj 

^jja jA LoS options j^-^^ J File 5^!^ ^^^ic iaiuJall ja 



ationl - Microsoft Pc 




Information about Presentation! 



Permissions 

Anyone can open, copy, and change any part of this presentation. 



Prepare for Sharing 

Before sharing this file, be a 
Document properties a 
Content that people wi 



Versions 

There ar 



Categories 
Related Dates 



PowerPoint Presentatioi 

Add a category 

Today, 0731 , 
Today, 07-.21 » 



Last Modified By kh 
Show All Properties 



dU^l ^cjjaj^jA US Save j^^^ PowerPoint Options ^iaUll Ul j^-ki -Y 





A' Presentation! - Microsoft PowerPoint ^ ® 


^iil HO, 

J 


PowerPoint Options LU— ^1 Q 


General 
Proofing 


Customize how documents are saved. 






Save 


Save presentations 




Quick Access Toolbar 


Save files In this format PowerPoint Presentation | w | 

AutoRecoverfile location: C:\User5\khaled' AppData\Roaming\Microsofl\PowerPoint\ | 






[Default file location: C:\Users\khaled\Documents\ | 




OffMne editing options for document ntanagement senrer files 








' The server drafts location on this computer 
• The Office Document Cache 
Server drafts location: C:\Users\khaled\Documents\SharePoint DraftsX [ | growse... | 

File merge options for shared dooiment management server flies 




0 Show detailed merge changes when a merge occurs 
Preserve fiderity when sharing this presentation: | Presentation! | ■» | 


n Embed fonts in the file ' 

Embed all characters (best for editing by other people) 


1 


1 OK II Cancel | 

NillW " 



i ^)\^'\^ Drive D: hq^ll (j) Ujijl lit ^ ^^^jJaljjaVi Jai^JI /^U <\ jjiiij ^ ^ -V 
^ ^\ hq-^ <SU. ^ " , ^^jJaljjaVi ^u^j OK -kiuJalUj D:\ c^^l 

" Drive D : ^jl uA^ ^ 



dlj^l ^jja j-<i jA LoS Zoonri j^-^^ j View 5^!^ ^^Ic^ JaiuJall tilli (J-^xJ j 



IIPII d ^ " J - Presentation! - Microsoft PcwerPoint 

^^^^H Home Insert Design Transitions Animations Slide Show Review view Add-Ins 



m 



so 



1 ls H a 1 °r.! m 



0 Gridlines 

Slide Notes Reading Slide Handout Notes ^ _ . . View 



Sorter Page View Master Master Master □ Guides Direction 



ection " [\ 



ICoior 



3 S Arrange All 



Fit to 



' '^Cascade ' — 3 
New _ Switch Macros 



Q Grayscale 

Window H Black and White window 1^ Move Split windows 



cijIjLik]! 6^ ^ Jt^^ ^^^ju^^ajll J jjj^l A^i^ ^^^^ 4J!)Lk cJ^^ percent 



Zoom 



Zoom to 
Rt 

©200% 
© 100% 
©66% 
©50% 
©33% 



Percent: 



OK 



Cancel 





T 

▲ 





























Quick Access Toolbar ^j^^ Jj^j^t cjIjjI iajj^ ^ ^Ijj uil^ jj 4ilJaj 



.dUjil ^oja jA US 6 jx^iiLJI A^lill ^ Add to Quick Access Toolbar ^j^^ 
^^>judll J ^^j^ jll cijI jjj) ^1 Word Art ^ j^' ^U^L ^ j 



^^^^^^ Presentation! - Microsoft PowerPoint 

Transitions Animations Slide Show Re.ie.. View Dev. 



^ Q 





mi m 






Table 


Picture Clip Screenshot Photo 


Shapes SmartArt Chart 


Hyperlink Action 




Art Album " 






Tables 


Images 


Illustrations 


Links 



4 ^ ljU ti] K n ^ 4 



Add to Quick Access Toolbar |^ 

Customize Quick Access Toolbar... 

Show Quick Access Toolbar Below the Ribbon 

Customize the Ribbon... 

Minimize the Ribbon 

E 



Outline Slides 



jbVl ^ Word Art ^ j^^ c^^t ^ j 



^^^^^^^HH Home Insert 




J 




i^^^^l BIB lai— * 


^ - 1 e 




Picture Clip ScreensI 
Art - 







.More Command M'^l j^' (y>^' J^^^jll cul j^il i^jj^ u a^>^^'^^ cij^ j^' 



Presentation! - Microsoft P 
Animations Slide Show Review 




Click to add titli 



ADD <2L^1 1^ JaiuJai j iaJjj^ll b:^y:^ jmW 5-ajli]l iJA ja\ ji\ jljla-lj (»a -X 



PowerPoint Options 



General 
Proofing 
Save 

Language 
Advanced 
Customize Ribbon 



Quick Access Toolbar 



Add -Ins 
Trust Center 



["♦"al Cuitomize the Quick Access Toolbar. 

Choose commands from:© 
Popular Commands 





<Separator> 






Action 






Add Animation 






Animation Pane 




★ 


Animation Styles 


> 




Bring Forward 






Bring to Front 






Bullets 






Copy 






Cut 




a' 


Decrease Font Size 






Draw Table 




m 


Draw Vertical Text Box 






Duplicate Selected Slides 




iSJ 


E-mail 
Font 




A 


Font Color 






Font Size 


m 


<^ 


Format Background... 




J 


Format Painter 




% 


Format Shape 






Group 


1 


A' 


Increase Font Size 






Insert Hyperlink 





r~l Show Quick Access Toolbar below the 
Ribbon 



Customize ^ulck Access Toolbar [ 



I For all documents (default) 



Q Save 
Undo 

O Redo 
Text 



Customizations: [ Reset ] 0 



[ Import/Export ^ \ 



Q 



cT^Remove from Quick Access toolbar t^j^l Jj^jll ci^lj^il -^^j^ c> j) <ij^ 



liSl id ' U|4l' Presentation! - 


Microsoft PowerPoint 
Review View Developer Add-Ins 






File 


Home 


Remove from Quick Access Toolbar ^ 








El 

Table 

Tables 


Picture CI 

A 




Customize Quick Access Toolbar,,, 

Show Quick Access Toolbar Below the Ribbon 

Customize the Ribbon,,. 
Minimize the Ribbon 


jerlink Action 

Li'V. ■ 


^ i 4 Sffli] 

Text Header WordArt Date Slide Object 
Box & Footer ^ &Time Number 


Equation ■.■/mljci 
Symbols 


Video Audio 
Media 





PowerPoint Views cs^^\ u^j^\ u^j^ Jj^ 



^1^1 o^j^ (jjla jj PowerPoint^ * ^ * ^ 

Normal View - ^ 

Slide Sorter View jj^ o^jc. -Y 

Reading View U\ 
Slide Show ^1 o^j^ 
jA US (_^^U]| ^ jxl\ ^ PowerPoint c> Cb^^ ci^' ^1 j^^t j^^J 



Normal 



Slide Sorter View 



Reading View 



Slide Show 




Normal View lS^^^ u^j*^t : Vjt 




Slide Sorter View g^lj^l Jja jlajg^ ; UjIj 



_a " ^™ '^W* s»«p# Outline - ^ IU«lB<a - 




Reading View Ijill (jlajg^ : I^Ij 

PowerPoint^ * ^ * j'^^-^V' ClliljJal ^jiaj-xJl (Jjia (J-<i ^JUJI^ ^^>^ Aijjiall d^A 

L^^^^ (j-S^j A^^I^JLoiaII <^!)Li J (_^jIjlS1 ^jia^)x]l Aij^)ia (JLg l^-iS (jia^)xll 

aJ^IjoUaII J Mouse ^J^-^ cIH^^' JJ-^' CS-^ -kiLjJall (3J^>ia (J-C- (J-<il£ (J^JC ^1 

J£aiillj ^cjjajA jA US Slide Show cj^j^ C5^l (j^ Ujik^j Full Screen 




Slide Show u^jg^ : U^tj 



n 



^jiUl plajxl] Outline c iV^^' ^t ^i^i^^ti u^jg- 

JajJai^ Cr^^t L>^ J^t PowerPoint ^^^^-^ L)^ ^c^^^^^t JaJai^l ^ ^ 
Cljl^^^jIlll^)^JaJ L<iS iaia A-Lo j-juj^l CijlijlSJl J )^"\ ^A^j^\ q\ jJc Cll^ ^^^joUJ^l (j-^l ^1-1^ UJ^ 




Design Transitions Animations SKdeShow 



- 28 ' I ^ :E - lE 



^ ^ P Layout- 

— ' - J — ^ Reset 

Paste New B/USafe«^Aa A 

/ Slide- _j Section- - ^ 



Ilipboan 



Slides 





JU^V S jJiiUo cilji^ 




PowerPoint AaLul^ ^liHujl ASjjIa ui jjlUI 



Click to add title 



aick to add subtitle 



J-^^oH (J^l£Jl ->^^\lj (J-^ 6jy > .^^ Sjjj^ sNcIBS ^^^>^ S^^f^^ <-<i!^ ^jia^)XJ -V 

(J-x-^ 4-^j_judil ^j* - ^^^^ djjj^^l j-i^l ^Ij-juj AiLjal ( sNcIbs ^I^>j^( 

SNcIBS ^^^>^ S^^f^^ A-o!^ ^ ^ ^^^^"^^ j) ^l^)judll AiLjal ll^l ^jialLoLi UiS ^^^^.^illl ^jia^)x]l ^ 

^jiLiLaij J .<_JL^I 4ji^j_AJdll (J cijLla^!^ "^^^j NotBS Pane l^^M^ti ^j.:^ -£ 

^^j . VqM t ^ jx]| ^ "slide show j*^' L^^Uiui 



Home Insert Design Transitions Animations Slide SInow Review View 



f-^ fc^ Layout ^ ^ ^^^^^^ ^ ^ , 
|hj Reset 

^ B / U S Aa- A 

Slide- a Section- - ^ — 



Slides 




Font 




1 



17^ Ha d» Shape Fill- |§ Find 

' IJ ^ ^ ^ Shape Outline 4FlfPla«^ 

Shapes Arrange Quick ^ . 

Styles Shape Effects 1 Select- 

r^i I Drawing Editing 



i 



0 



Slide 1 of 2 I "Office Theme" | ^ Arabic (Egypt) | 



iHiT 45% (5^^;^ — ! ® □ ^ 



^^^-Jii A k^k^-^ A ]^\]^'^"\ ^UjojI (^Vi^^jj ]^\]^'^"\ Qjii PowerPoint 2^^^ u ^ 

dlijl ^cjja jA IaS Normal View -kiujal View (j-^j^ s^jf^' a^^^^ ^ 



ns3 



Home Insert Design Tian.itij 



Presentation! - Microsoft PowerPoint 
nirnation: Slide Shovv Revieo^ — vie'.v Developer Add-Ins 



Presentation views 



1 j-' 


Rljler 


3 


9 1 


■ Coiorj 

H Grayscale 

Q Black and White 


Slide Handout Notes 
Master Master Master 


Gridlines 
' Guides 


View 
Direction ' 


Zoom Fit to 
Window 


Master Views 


Show G. 


Direction 


Zoom 


Color/Grayscale 



'^Cascade 



Switch Macros 
Windows ' 



View the presentation in f'iormal 
view. 



X Outline Slides 



(jja Jaxjjal tSlide ^t^>j^t ^ j)^^ ^ ^ ^Home cjjjiill a^'^^ ^ t^ili ^ -Y 

6^JJ Jajia^all JJJl^ ^ iiajia^ LayOUt 



I I Home ^ 
y 1 Layout^ 



P re Gent at i o nl 



Clipboarci 



or* It*? Tt^mc 



Title Slid4 



Title and Content Section Heade 



Two Content 



ComF>arlson 



Title Only 



New Slide cJ^I ^->(^ >>iti ^^^ic Honrie "Sm^j^' cjjjiill a^'^^ ^ -; ^Ja j^i-o 

Jaia^^l ^^^ic J^.o^'l l^juaij NeW Slide )nir jl Aj^^^JoU CJjujIIaII iajixkjll l^_L<i jtl^ j 



J ^ > ^\ Design ^^^ic- -LiuJal 



Home Insert 



□ B 

Page Slide 
Setup Orientation ' 



Presentation! - Microsoft PowerPoint 
Transitions Animations Slide Show Review vie.v Developer -dd-Ins 

Bco, 



m ' 22 



Background Styles 
' [a] Fonts' 

- [^Efferts" □ Hide Background Graphics 
Background 



Pre«*nt«t<onl - Micro-soM PomerPoi 











1 




































■■ 


Hi?!? 















Home Insert Oe 



Presentation! - Microsoft PowerPoint 

Slide Show Review View Dei 



Page Slide 
Setup Orientation " 

Page Setup 












K Colors - 
[aI Fonts - 
[Ql Effects ' 



<^ Background Styles " 

I i Hide Background Graphic 




^Ijjuall ^^^ic CTRL J^^)-*^^^ JaxjJal ^ J j) (jjS jSjI 6^1^^ Jj^l^a] _Y 

^^^-Jr^ Jai-^l Background l>-^ j Design M-^jfi^t ^^^-1^^ Jai-^l -V 

Background Styles 
US 



1^ 



I Home Insert 



Page Slide 
Setup Orientation " 
Page Setup 



Presentation! - Microsoft PowerPoint 
Slide Show Review View Developer 




Baclcground Styles \ 
Hide Background Graphics 

Background 



Background Styles 

Choose the background style for 
this theme, 



Right-click any style for more ways 
to apply it. 



Presentation! - Microsoft PovverPoir 
Slide Show Revie-.v . le /. 



1 






-LI 







































] I B Colors - 1^ Background Styles - 1 




< 3^ Format Background. 



-kxjjal ^ Background (>ij ^ ->j<>>-^'i Design s^jfi^l )-»^>^ t 



<^ Background Styles ^ 
O Hide Backgroui|<^raphics 



J£^U ^Lxia U£ A-iiLk]| Fornnat Background J (^j^ 



Format Background 



Fl 



Picture Corrections 
Picture Color 
Artistic Effects 



Fill 

'p Solid fill 

O Gradient fill 

'J Picture or texture fill 

O Pattern fill 

n Hide background graphics 
FIH Color 

Color: \^ -r| 
Transparency: Q 



I Reset Background 1 f" 



l^!)Lk iA\'\ ^ \ ^\ aIIxAA] A^lill O^jxl 1^ J .Fill Color ^->^ mil .kiuJal -£ 



Picture Corrections 
Picture Color 
Artistk: Effects 



Fill 

% Solid fill 

O Gradient fill 

':_) Picture or texture fill 

O Pattern fill 

O Hide background graphics 
Rll Color 




[ Reset Background | 



(ij^ (j-niajl L^l 6 Close l3^^^) JJ dJlj^l J ^^^-ic- jLjikVl 1^ (J-ulalll J 

.Apply to All JJ ^1^1 ^ jLn^Vl 



^a-^judll ^^^ic JaxjJal SNcleS ^ ^ (J-<i J HOITie "SM^J^^ CJJjilll ^^^ic JaxjJal 



P] I ^ " O i ^ Presentation! - Microsoft 

^^^^^1 Home Insert Design Transitions -Animations Slide Show Review 

^Layout- ^ ' AT A I ^ E: 3 ife il 
H Reset 

Section - — ^ _ _ _ — 

des Font Paragra 



Paste 
Clipboard 



-JJ 



New 
Slide 



New Slide (CtrKM) 
Add a slide to the presentation. 



Q Press Fl for more help. 



— (j^^ f^J " ^^^"^^ < till L_Luj11a1| )->j)-i-n*1 l^-Lijllkl ^IAajlLo A^li Who -Y 



|1P] I iJd - o ^ I V 

^^^^^^H Home Insert Design Transitions Animations 
i^l Layout 
^1 Reset 
f^o Section 



J 



a 



New 

Slide 



B ^ U S ab« AV- , A 



Clipboard | [ office 



Trtle and Content Section Header 



Two Content 



Comparison 



Title Only 



Blank 



Content with 
Caption 



Picture with 
Caption 



L T^ Duplicate Selected Slides 
1^ Slides from Outline... 
_j Reuse Slides... 



^liiLi -kijjall < A\<. <\\ slides ^1 s-yjf^ Normal c5^^( j*l( - : 5^^^ 
AijLudll 4j^^)AJdll ^j^-^*^ (Jj^ aIL^I s^a ^ J AiUiaV Enter cJl^-^yi 



Slide iaijjal Presentation Views <^ c> j View ^j^^ JaiuJal -Y 

. J£jillj ^cjja jA US Sorter 



' ^f*'-^' ^^i-Ao.pptx - Microsoft PowerPoint 

Home Insert Design Transitions Animations ^lirlr ^hn- fTiiiiin A e.. I Developer Add-Ins 




Normal I Slide 
I Sorter 



Notes Reading 
View 



Q Grayscale 

Slide Handout Notes View Zoom Fit to ^...vv,. 

Master Master Master 1 U Guides ^Direction' Window y Black and White window ^ Move Split windows 



g Arrange All rO pffi 

% Cascade ^ 
New _ Switch Macros 



till ^jJa jJ ^^^juol^l -Lxkll J ^ ^ ^1 jUlU 1 > >il J -Y 



I ^I-^I 



Home Inser 



Slide Show Revjew viev. Dejel'Dper 



Normal 



Notes Reading Slide Handout Notes 
Page View Master Master Mastei 

ion Views Master Views 



B Grayscale ^ — ' ^ C 

Zoom Fit to New 

Window U Black and White window 



Switch Macros 
Windows ^ 




^^^^ 



\0 



^Normal c> 6^"^' ^j^' slides s^jf^' a^'^ Ut^^ U) 

<^ Copy cs-^ Clipboard ^^.c^j-*^ u-^j Home s-Hjf^t 5^!^ ^^^-Ic^ -Y 



Home Insert 



O e s t Q n 



Ti a s It I o n ; 



3 



L 



Paste New 
^ Slide 
CItpboarcJ ri 



\m=:\ Layout: 

Reset 

Section ^ 
Slides 



B ^ XJ S 



<Zof>y CCtrl O) 

Click: hiere to copy tMe selection 
and put it on the clipboard as a 
picture. 



Paste -J^^^t Clipboard c>j Home s^jfiJI -i^^t 



:Duplicate a Slide jtj^ 

S^l^l J 6 dJ^li^l S^jj^ ^cjudJ J j ^cjudlll ^^^HIax] (JjAj 

.4-C^)juaJ ^Ijjuall ^Ij^y <-<i^!)L<i jjS) 
^>^-judll iait-jJal Slides j^T^ ^ (J--<i j Home a ^q. cjjjjIII ^^^ic iaxjJal -Y 

Duplicate ^1 J j-^ jULkl aJx^ a^IS hi m ^j-^ New Slides 4^1^ 

aJaxAJI A^Ull ^ Selected Slides 



Layout " 
^1 Reset 
3 Section • 



^ U S afe« Aa 



Office Theme 



X I Outline | Slide 




Delete Slide j^VI jli^ o^"^! ^jUll jjj l^i:^ ^ 





Cut 

Copy 






Pdstc Options^ 

rs 1^1 Ha 

1^ l_A 






New Slide 






Duplicate Slide 






Delete Slide 






Add Section 






Publish Slides 






Check for Updates 




m 


Layout 


► 




Reset Slide 






Format Background.. 




m 


Photo Album... 




m 


Hide Slide 





.^UJI j\ ^ ^ Back Space J Delete ioi^l -Y 




. slides s^jz^t Normal l^^Ij^]! 




Master Slide ^^^j^t Aajj^I 



i 'c>jjx^ " ?->j?-i^*i ^Ludjl iA\^ A\ r*n^ J PowerPoint <^ <j^Lk ^jj-o ajjouj^I aj^^^juoII 
; Jtlll J£aiill ^ LoS slide Master View ^^liil (j^ a-ijoujjII a:^^^! jLil^l 



pDB[ 



Presentation! - Microsoft PowerPoint 
Slide Master I Home Insert Transitions Animations Revie.'. le.. Developer Add-Ins 



a a 

Insert Slide Insert 

Master Layout 



-^1 Deiet^ 
0^ Rename^ 




i f=l m Title U» I ^ " <^ Baclcground Styles ' 

l:!!!!lJ [a] Fonts- 



m 



Insert [7] Footers themes „ □ Hide Background Graphics Page Slide Close 

JliMlMidi^^H ' [OJ Effects- setup Orientation' Master View 

Edit Theme Close 



Ml 



Slide Master | "Office Theme' | Arabic (Egypt) 



[H na m ^ 75% 




1/^ 0 Gridlines 

Normal Slide Notes Reading Slide Handout Notes 

Sorter Page View Master Master Master U Guides 



H Grayscale 
Zoom Fit to 

Window y ^'^^^ ^^'^^ 



Presentation Views 



Master Views 



Show 



Zoom 



Color/Grayscale 



A^uiujj]! Aajj^I ^ Clip Art (^) Sjj^ 



,|12 - A- a' I := . 1= . , *= »= , im Text Direction - iHl \ X □ O O J I 

action ^ I » ^ = • -fc. Aa- I A - S S S S ^ I IT. I ii ' convert to Smart. • < > - ^^T^^ 




<L:%j>juuJI 



^Ull J£ji]| ^ U£ slide Master View (> ^f^j^' 5^^! jbikl 

— ^ 



Slide Master Home Insert Transitions Animations Review Viev 



' I.La Rename 

Insert Slide Insert Master 
Master Layout -fi Preserve Layout ' 

Edit Master 



[if] i jHI] 0 Title 1^^*^°'°"' <a Background Styles 



|T| Fonts ' 

[o] Effects ' 

Edit Theme Backgr 




Page Slide Close 
Setup Orientation" Master Viev 

Page Setup Close 



Click to edit Master title style 



► Click to edit Master text styles 

Second level 
• Third level 
• Fourth level 
• Fifth level 



^ Slide Master | 'Concourse' | ^ English (U.S.) 




.Clip Art "Sf^ <j^U^ ^jiajx^ ^ j>.oV. ^U^) cj^' ^-^^^-^ 
j^t ' linages <--jU ja-\ a (J^b ^ j insert ^U^^) s^jf^' 4^!^^:- ^^^Ic- j^l 

.Clip Art "S^^ <j^U^ jL) ^^^-Ic 



Slide Master Horn- 



Transitions Animations Re 



Table Picture Clip Screenshot Photo Shapes SmartArt Chart 
I Art K ^ Album ^ , 



Tables 



ages 



Illustrations 



Hyperlink - 
Links 



<AiiUiill ^ Cy^"^^ ^ (Jijuoi Clip Art cijU^U^aill j^Ja^ I^a 



Slide Master [ Home Insert Transitions Animations Review Vie\ 



fe| >:r^^S Delete nfl ^ B Colors ^ ^ Background Styles ' 

' ' fJ: Rename ' ' ^ [T] Fonts - 



Insert Slide Insert Master Insert [7] Footers Themes ^„ ^ □ Hide Background Graphics Page Slide Close 

Master Layout W Presence Layout Placeholder • ' [OJ Effects-' setup Orientation ' Master View 

Edit Master Master Layout Edit Theme Background r. Page Setup Close 




Click to edit Master title style 



► Click to edit IVIaster text styles 
Second level 
• Third level 
• Fourth level 
• Fifth level 



Footer 4/19/2014 



Clip Art 

Search for: 



1 



Results should be: 



3 Indude Office.com content 



O Find more at Office.com 
Q Hints for finding images 



I ca gg 0^1 'i' 80% ( 



^jJa^ ^ L<iS tiL (j-^L^I ^JjujLLo ^jC Cll^l 



Remove Corrections Color ^n.^i.^ 
Background ' ' Effects IS Reset 

Adjust 





Picture Border ' 4 Bring Fonvard ' |= Align ' |^TT ^-^ Height 1.98" 
Q> Picture Effects ' Send Backward - H Group - 
■ ^ Picture Layout ' 5i> Selection Pane ^1 Rotate ^'^^ 



Click to edit Master title style 



► Click to edit Master text styles 
Second level 
• Third level 
• Fourth level 
• Fifth level 



? 




CfipArt 

Search for: 

Results should be: 
All media file types 
g] Indude Office.con 



1 



Slide Master | Home Insert Transitions Animations Review 



fil a Smie [aJ <i Background styles^ 

' '^Rename ' ' ^ | [T] Fonts - _ 



[o] Effects • 



Click to edit Master title style 



► Click to edit Master text styles 
Second level 
• Third level 
• Fourth level 
• Fifth level 




T 



Footer ; 4 19 2014 i <#> 



^ Slide Master | "Concourse' 



Clip Art 
Search for: 



Results shoul d be: 
All media file types 



[Zl Indude Office.com content 



IE 







It 


_i 







O Find more at Office.com 
Q Hints for finding images 



I [H gg ll@ 80% ( 



Normal l^^Ij^]! jULkl j View c> ^ close master view ^f^j^l 




m ^ 71% 



Slide Master [ Home Insert Transitions 
I Delete 



Anirnations Review View 



^ ^ 11 Rename 

Insert 5iide Insert 
Master Layout 3 Pres™ 

Edit Master 



I :.i ''S S™e [Aa] ^Background S^ies^ 

W Nmponts' 



|T| Fonts' 

Master Insert | Footers themes „ 
Layout Placeholder- - ^Effects- 



i 



H Hide Background Graphics P^ge Slide Close 
Setup Ohentation- j Master View) 



Miflster Layout 



Edit Them e 



Background 



Page Setup 



Close 



th«p« Qukk ttyt«* 




I eii, Rtplac* • j 



1 (iP 



IVI Indud* Offlca.com contwit 




■ ° 


O PindmoraatOfflM. 


HI 



LoS 6^ AjjoUJ^I A:i^^)Ajall jLiLkU ^ jSj ^ jVI A:^^)judll ^ ^)^-^ ^^^^ 4jl^U^ jUikV j 



■HI 

edtt M«»ter | Mart^^^w^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^ I Clot* 




Clip Art 

Search fort 




r M 


1 

Rawilts (hould bm: 


1 1 


j All madia file tvp" 
m Indud* Ofllca.com c 


□ 






Ci 










1 ^ 




O Office 
O Hints for flndino mu 


igea 

nil min 





rr 



Insert Text grtj^^V 



-J 



Click to add title 



Click to add subtitle 




^y^j^ -V 



<^ h:^ ^ 

6 ^ i 



Click to add subtitle 



Copy "^^^-j^ s-^j^ L^^t (j-^l 





f 
















Click to add subtitle 











^ t^Vi^ .ajjouj^I Home a^^^ ^ c3j^ Jaxjjal -Y 

.^cjoij Copy j^tH^Ij lSj^ clny'^' 



Home Insert 



Design 



Paste 
Olpboard 




3 Layout 

I iTimes Ne 



' ' Reset 

New _ B ^ 

Slide - Section - 



Slides 



Copy (Ctrl-O 

Copy the selection and put it on 

the Clipboard 



Copy 

Paste Options: 

Exit Edit Te)ct 

Font... 

Paragraph... 

Bullets 

Numbering 

Convert to SinartArt 

Hyperlink... 

Si^nonyms 

Translate 

Format Text Effects.. 
Format Shape... 



4j.uujj]| 4^q>.oti Honrie s^jf^^ Ajq!"^ ^ (3^^ Paste j-^^' l3j^ -kxjjal ^ 

















In sert D e s 


i c 








j ImsI Layout: ^ 






— • ^ - 
^^^^^ ^ 

C:il|9i3<^^Cf 


' ' Reset 

New 

Slide-- Section ^ 






Slides 














Click: l-iere for more options s^-icti as 
pastiriQ only t:hie values or 
f -I rmatrti n g . 





n 



diljUik'^l ^Jc ijj^j paste options ^ paste (_>^jUll jjll Jai^S 





Keep Text Only 


1^ 




Picture 






Keep Source Formatting 




4^111 ^l.^-v'ui^i 


Use Destination Thenne 


& 



JSoiJU ^uja US Keep Source Fornnatting 1^ 





Cut 








Copy 








Paste Options: 






1^ 


ffi ^ Im] 


A 




tarti ^ 

Keep Source Formatting (K) 


can r 'jiru..' 




m 


^roup 










Bring to Front 


1 ► 






Send to Back 


1 ^ 






Hyperlink... 






Save as Picture... 




Jill 


Size and Position... 








F-,rm3t '-h3De,.. 









jjj jiill (^Vi^ ^1 LoS .Aj.uajj]| Home 



Cut ^^^^ ^ S-^J^ c5^^ (j-^l 

JJjilll 5^!^ ^ CUT J^Vi (JjS -kxjJal -Y 

.c>^ Cut j^tj cij^ clny'^l 













Home Insert Design Tra 


Paste 




1 ImS Layout ^ 

' ' ^ Reset 

New 

Slide - Q Section - 


Times Nev> 




B ^ 




Clipboard ~m 


Slides 








Cut (Ctrl+X) 


' — 1 


L 




Cut the selection and put it on the 
Clipboard. 

















1 » 


Cut 






Copy 






Paste Options: 






ffil IS 






Edit T«ct 






E.clit Points 






G^roup 


► 




Bring to Front 


1 ^ 




Send to Back 


1 > 




Hj, perl ink... 




e as Picture... 




Size and Position.. 




1^ 


Format Shape... 





rv 



j-^l \^ A\ a-ljouj^I Home s-4jf^' c3-j^ Paste j^^t lSj-^ -kit-jjal -£ 

J£aiillj ^Lxia us Keep Source Formatting j paste options (jj^ o^Vl jUll 

: 



Home , Insert 



L 



Desig 



Paste 

C 1 1 p b 



mm Layout ^ 
tSU Reset 



N 

Slide ^ 'a Section - 
Slides 



Paste (Ctrl-^V) 

Click here for more options such as 
pasting only the values or 
formatting. 



Cut 
Copy 

Paste Opeons: 



Edit 

Edit 



Keep Source Formatting (K) 
^mm? 



Group ► 
Bring to Front | ► 
Send to Back | ► 
Hyperlink... 
Save as Picture... 
Size and Position... 
Format Shape, 



Aii:^ JjIjaII (j-aill AjJLiJ JlxJ -V 





tdli (J-<ix] J (JjS ^ lAJuiii ^ ^1 jl A jl ^1 (jc- ^^IjiiU undo j^"^^ 
Quick Access Toolbar. (y>JI J j^t j^^ -^^^ c> undo (jj^ iaiuJal 



Tnf art 



^ Und o Typing fCtrl-Z] 



^^j^l j-ol jVi ^1.1^^1 6jIc-I ^ ^jikjjuoj redo j^"^^ 

Quick .2^^>^' Jjj^jll cijIjJ iaj^i (j^ iS j^l 6 j^ljVi sjIx^V redo c3j^ -kiujal 

Access Toolbar. 




I Redo Smooth Point (CtrkY)|- 



Ho 



JJJ«J 



^j^Lk]| -Lxkll ioAJ ^ (J-^^^ - ) 

L3J^ JaxjJal ( AjjoUJ^l HOITIG S-yjf^^ A^!^ (j-<i (jjlJudli CLl\ j^VI -^JJJ^ (^^^ 

-5^1 Font 




Theme Fonts 


^97 Calibh 


(Headings) =1 


It Calibri 


(Body) 1 


Times New Roman 


(Headings) 


'lb Arial 


(Body) 


Recently Used Fonts 


Arial 


^1 


All Fonts 


Agency FB 




Aharon! 


Tin uaN 


* ALfiERIAIf 




^ Andaliu 








^ AngsaniUPC 




^ Aparajita 




^ Arabic Typ« setting 

* Arial 


^1 


% Arial Black 




I" Arial Narrow 




1^ Ariai Rounded MT Bold 


* Arial Unicode MS 




^.'^ 1 





4_j ^j^L^I Ja^l --^ ^ AiJ^ L^^) O-^) -^-^ - ^ 

Font 



44 


1 ^ 




9 




lO 




' 10.5 




11 




12 




14 




16 




18 








28 




32 




36 
40 




44 




48 
54 




60 




66 




72 




SO 
88 
96 


B 




AjjLudiAll A^lill (j-o till C-LuoLLJI la^l ^aJi^ jl^t - t 



(jjHtn (jJJ^i^i 



^ Vq'aII ^ A-ljoUJ^I l1)L<i1£JI (^^-Ic <j^Lkll Llilkljamll (J^a*J AiLjal ^Ll^VI (J^^*-^ ^lliaajuJ 



^ iA\ A > >i ^ (3^1^ (j-^^l ci*-?^ 


Bold 


B 


(JjLo -Ixk (J-^aill ci*^ 


Italic 


/ 




Underline 


u 


a1 (J-^I ci*^ 


Shadow 






Strikethrough 





Llilajjudllll ^ -liiill J 



LS^ JaxjJal FOPlt J^-^' J HOITie S^Jf^' 5^!^ ^^^Ic- -LiuJal -Y 



IPJI d 




Presentation! - Microsoft PowerPoint 



."^^ • ^ Reset 

I Paste - New 

I - 1^ Slide- J Section ' 

Clipboard - Slides 



Times New Romar 44 "A* a' 
B / U s"Z| av. ^ 




Home I Insert Design Transitions Animations Slide Sliovv Review View Developer Add-Ins Format 



lliV Fp Q I I Shape Fill' JftFind 

^ Shape Outline - Replace ' 



^1^1= ►nfiwl 11' m Shapes Arrange Quick ~ 
LI— J?]- I , . styles - - 



Styles " Shape Effects " 1^ Select ^ 

Editing 



)ny >>it J Font j^-^^ J 4^q>.^\l Home ^^^Ic- JaiuJal -Y 

font color 



^^^ic <iuiaJ ^ L^^t CJJ^' J font color JjW^' lJ^V >>i\l ^^^Ic JaiuJal -V 



Theme Colors 

■ ■ ■ 



.III 



mill 



Standard Colors 



'V More Colors,, 



Change ciz^j^ j:^*^* j' ^ j:^' ^ j^"^^ cr^^l ^ (j-^l c>^ 

Case 



Changing The Case 



?- 



lOREM iPSUM dOLOR sITaMET, cONSECTETUER aDIPISCING 
j eLIT. mAECENAS pORTTITOR cONGUE mASSA. fUSCE 
I pOSUERE, mAGNA sED pULVINAR uLTRICIES. pURUS lECTUS 
j mALESUADA IIBERO, sIT aMET cOMMODO mAGNA eROS qUIS 
uRNA. 



* • nUNC vIVERRA iMPERDIET eNIM. fUSCE eST. vIVAMUS a 
i tELLUS. 

i 

1 • pELLENTESQUE HABITANT mORBI tRISTIQUE sENECTUS eT 
j nETUS eT mALESUADA fAMES aC tURPIS eGESTAS. pROIN 
j pHARETRA nONUMMY pEDE. mAURIS eT oRCy 



1^1 



Pont j^-^^ J Honrie s^jf^^ 5^!^ ^^^ic- Jaxjjal - .t 

Change Case (J^ 



, P 1 ^ ^ ^ J ^^^^IPIBBBB^^^change case.pptx - Microsoft PowerPoir 

^H^^Hj 1 Home |_ Insert Design Transitions Animations Slide Show 1 


^ ^ Cut 

— ' ^ Copy - 
Paste - 

^ Format Painter 

Clipboard 


— 1 i»J 1 lijiiiil 

' ^ Reset 

New 

Slide- ^Section- 

Slide? 


^rmilllli^ [Hpariinf 66 

B U S abT^^ 

Font 


|Aa-| A ^ 
□ 



jjju l^-Lkl^ aJ^iLouJI AjujM j^Jaiuj Change Case jjW^' ci^V aj^jl^II ^a-^juJI ^^^Ic iaiuJal -V 





i 




Sentence case. 




lowercase 




UPPERCASE 




Capitalize Each Word 




tOGGLE CASE 



i^j^Vl lJjj^I ^j^j (j^ JjVl lJj^I j^ii^ -: Sentence case. 

6 jjxj^ ^ j^i ^ j^Vi Jjj^ -: Lowercase 
^ji£ j^I J\ j^VI -: UPPERCASE 



(> JjVl <-ij2Jl -: Capitalize Each Word 

^J^\ J ^> j^Vl <JU ^_>^ -: tOGGLE cASE 



(Change text case - Sentence Case 
change text case - Lowercase 
CHANGE TEXT CASE - Uppercase 
Change Text Case - Capitalize Each Word 
CHANGE tEXT cASE - Toggle Case 







Times New Romai ^ 80 ^ i ^ 




Font 


W 





Ok ^ c>ailt Jc lAJuiis jil^)-<JI LiilLjuaiill ^ji^ Fontjl ji 



Font [ CharactET Spacing | 



Complex scripts font: 

j Arial 

All text 



"ED 



It color ▼ I UnderBne style j (rxirie) | | Underlie color [ ▼ ] 



Effects 

ri strikethrough 

O Double Strikethrough 



B Small Caps 
□ AllCaps 



Ir1 Sueerscript Offset: jo % [-$^ E Egualize Character Height 
B Subscript 

This is a TrueType font. This font will be used on both printer and screen. 



OK 1 I Cancel 1 



£0 



ciiljLik]! ji^l jiji^ p3r3gr3ph j^-^^ j Honne s^jf^^ a^^^^ ^^Ic JaiuJal -Y 



I P] ' d ^ ' C-^ - Presentation! - Microsoft PowerPoint 






Justify 






Align Text Right 






Center 


S 




Align Text Left 





^^^ic Jaxjjal paragraph j^-^^ j Home s^jf^' a^^^^ ^^Ic JaiuJal -Y 

(J£aiJI ^ AJ^iLoui A^li j^Jaila Align text (j-^t dliLr^^ 



de Shovv Review view Dewelo 


per Add-Ins 




—I ^ — 1 ip- =p- ^— 












Paragraph 






Top 










• 




• — 

• — 




Bottom 








r lore Cr:«ti on?,,. 



£1 



(J-^l dlib^ ^ Top cf^t iaxjJall -I 



ci^l (J-^l dliUi^ ^ BOttOITI ci^l -kxjJall — ^ 



till 4-1lo1Aa1I (J-^I dliL^ A^lSll ^ J^-:f^l 



(J^Ill dl^l J;!^ 



, aaL^jSI jjjij ^lj-<ill (j-^l - ) 
^^gic Jaxjjal par3gr3ph j^-^' j \j->->^jlt Honrie s^jf^^ a^!^ ^^^.Ic- Jaxjjal — Y 

^j^l dUjI Text Direction 



, - r e . IC'.'v •. IC'.'v 


Developer Add-Iri: : f;t 


Paragraph 




— _ Shapes Arrange Quick 

~^ - - Styles - ~ Shai 

Drawing 






Text Direction 




Change the orientation of text to 
vertical, stacked, or rotate it to the 

desired direction. 



de Show Review Developer Add-Ins Formal 


Paragraph 




r 

r 


ABC 


Horizontal 




> 






1 n 


Rotate all text 90= 




ABC 


Rotate all text 2^^ 


A 
B 

C 


Stacked 


llu More Options,.. 





AkniaJ j|^)-<ill (j-^l dLaJl A^Ull ^ J^-:f^t - ^ 



Lists 



.6^)lajud><ill yf. Aj^UII AiLoiAll <-<a!^ C_±iuuj| 

6jln>>i^ti Jj*iIil_Aj^Ull AiLouJI CAS^^ Inj>Vn\ "(j-^l j" ^ UJ^ U' 



^UJI Checkbox ^ Show W^j View s^jfiJI 

^jja ^ 6jU>>i^\l Ruler 



^^^^H Home Insert 


Presentation! - Microsoft PowerPoint 
Design Transitions Animations Slide "1 [ii iiiiiii ~| View 1 Developer 


Add-Ins 


Format 


□ 1 ® ' a 1 


Normal 


Slide 

Sorter 


H £3 

Notes Reading 

Page View 


H S 1 

Slide Handout Notes 

Master Master Master 


[7] Rulet^ 
□ Gridfes 

n Guides 


111 
View 

Direction " 


Zoom Fit to 

Window 


!■ Color] 
Q Grayscale 
U Black and White 


1=^. S Arrange All 

"l— ' & Cascade 
New _ 

Window S|l Move Split 


Switch 

Windows 


Macros 






AjjUII AiLai^ll L_Liuujl i^lijVI j) A-iLkill jy^J^ jjjy'il -Y 

(^^)jaull Aj^Ull AiLoiAll A^!^ ^ C ^ IV"^^ ^3^' C—LZiuujl 6^J-^I ^jJa JJJT.M -V 



AiluL4]l (j^Ujjj SjLj 

Jaijjalj Paragraph j^l j ^f^j^t ^^^i^l Home s^jf^it JaiuJal 

LiS Aj^UII AiLuLAll j) d^Uj jL) 





Presentaticnl - Microsoft PowerPoint 

Tiansition^ -mmations Slide S ho Pe.ie.'. L.e.eloijei -a a- 


Paste ^ 

Clipboard 


,: — 1 Layout " 

^ Reset 

New 

Slide- J Section- 

Slide:. 


Arial(Body) - 28 - 
B Z U S afe« AV. ^ . 

Fornt 


■= « =■ ^,|^] „. 

Paragraph 


Shapes Arri 


rri 1 u . , 


■ 10 • 1 ■ 9 • 1 


•3 i-7-i-6-i'5'i-4-i 


Decrease List Level 




1^ ■ 


Decrease the indent level. 



Line Spacing j^Sft 

Ql^ AiLouill SjUj j djiill ^ ^>^^ cJ:^ 4iljua-<ill JaJjJa till ^-<uujJ PoWerPoillt J^^J^ 

d^ljSU A-iLli jjS) ^^^"-^^^ (J-^( J^^' 

^^^ic Jaitjjal Par3gr3ph j^-^^ j \j->->^jlt Honrie 5^!^ ^^^.Ic- iaxjjal — Y 

Line Spacing 



Presentation! - Microsoft PowerPoint 

Desi gn Transitions -.nimations Slide Show Revie'A 
^1 Layout ' 



_j Reset 

Paste - New 
- Slide- 1 Section 

Clipboard r; I 




-dd-!ns 
□ 



Shapes Arrange Qu 
Styl 

Dra\ 



8^ ' • I • ' -6 ■ I Line Spacing 

Specify the line spacing to use, 



aJ^LouaII 5-Ajlall cj jUa^ll ^Lnll jLpJt -V 



JfTl 


1 

1.0 




:: 






2.5 




3.0 




Line Spacing Options... 



^-<uujj Lui L_fl^ Paragraph jtj^t ^^j^ .<S,.i u u. a 1I <>ulill 

6jm1I ^Lii J 



^-y^ (jjs Jaxjjal Paragraph j^-^^ j \j-'->^jlt Home s^jf^' a^^^^ ^^^Ic- -LiuJal - ) 

JUll (J£aiillj ^jja jA LoS Paragraph jjW^' 



-5 - t£ 

-J -r- 



iiV 



Paragraph 



Spacing <^ j^^l j^l j ji^Vl jU^ Paragraph ^^^1-^ ^ j^.^ 



Paragraph 
Indents and Spacing 



General 

Alignment: Right | ▼ | 
Direction: 

o Right-to-l^ft^^ JS ^ 
Left-to -right 



Indentation 



Before text: /)cm |4" ^pedal: | (none) | ▼] bJ 



Spacinq ^ / m 


Before: Opt ^ \ | Line Spacing: Single l^] At 






After: 0 pt " C | 







Tabs., 



( oic I ( Cancel _] 



^ jj^i .U^jj ^1 jLpJl ^ i jiajoiVt ^Ifi Line Spacing ^1 



Paragraph 



Indents and Spacing 



General 

Alignment: Righ t 

Direction: 

« Right-to-left 

O Left-to-right 



Indentation 



Before text: Oan 



Special: 



|(none) |T| B^: 



Spacing 

Before: |o pt 

Aft^: |Opt ^ 



labs.., 



Line Spacing: Single | ▼ [ At 0 




I Exactly fci< ) ( Cancel 

Multiole 



0\ 



jiajoiVt ^ic^lii jA l^A Single 
4jjU]| jiajujVl ^Ifi ^ jicUi -: ^ ,^ Lines 
jiajoiVt ^lii L^Ljaj cilli -: Double 
. jkjoiVl ^Lnl U^jj ^1 -Lliill j:ic^ ^ JaAjjalU (jl (^Vi^ -: Exactly-^ 
, 4j^U]| jiajuoVl ^ L^L-blll cil^i-<4J -: Multiple-^ 

Bullets And Numbering cs^Jh ^^^^ 

^UJt Bullets And Numbering c^^' j cr^j^' 

(J^jujj JaJjoiJj ^jJalj 

a] ^ ?->Vi (J-oc j^^qjuiVi ^l^)-<JI (j-^l -li-^^ 

(jjs Jaxjjal Paragraph j^-^^ j Honne s^jf^' a^^^^ ^^^Ic- Jaxjjal -Y 







Presentation! - 


Microsoft PowerPoint 






mations Slide Show Review view Developer 






F 


f — 1 — 








^ ►ir[iMj mm- 


Shap 






Paragraph \- 






•14- 1 • 1 • 1 az- 1 • 1 • 


1 -lO- 


Builets 




B 




Start a bulleted list. 








Click the arrow to choose different 
bullet styles. 








^\ 




















— . — □ 

-> p. 




or 



_cj j\UA\ ^UV\\\ j^jlt jU^l - i 

. a1 ^^g-klill Jj:i*j j-^^ll (j-aill jji-^ - ^ 

)nir Par3gr3ph j^-^^ j ^Sf^^j^^ Honne s^jf^' ^^^ic- JaiuJal -Y 



Font 



Presentation! - Microsoft PowerPoint 

Transitions Animations Slide Show Review 



Body) 



|54 '|A^ a' 



C r eloper Add 

1I.V [pp 01 



None 




> 
> 
> 



□ 

□ 

□ 

✓ 

✓ 



s 



I— Bullets and Numbering.. 



^>(\vVqMI (jiajxil _j (j-^Lk]| ^?nVi\l jlJijLlil c-lujUaII jH^I - i 



Bullets and Numbering 



Bulleted Numbered 



None 



— □ 

— □ 

— □ 

I Size: 93 



Reset 



O 
O 



❖ 7 — > 

❖ X — > 



% of text I 



OK 



V 



Picture... | 
Customize... 

1 I Cancel 



Bullets and Numbering 



Bulleted Numbered 



Size: 
Color 



I Automatic 

Theme Colors 



■III 



mill 



Standard Colors 




^^M5te Colors.. 
Red^ 



> 

> 
> 



Rcture... 
Q^tomize.. 



OK Cancel 



. J ^->7^^ jl^JaV A-ojlall r'n.'i^'i ^"\\ > >i _(^| ^ -laxjJal -1 



. <S (_5iafljll jIj^I JJLi. 

^jji Jaijjal Parsgrsph ^-i* jIj^I j ^llulu^I Home MrJjf*^' ^^^Jc. Jai^l -Y 

i_aj^ .Bullets And Numbering ^l-^j ^l-^ c<]iaiiJl (> -r 
Bullets And Numbering m^jj^' (> Picture -^=^^1 



0 0 



Bullets and Numbering 



Bulleted Numbered 



None 



□ ❖ 

□ ❖ 

□ ❖ 



> 
> 
> 



Size: ! 78 % of text 

Color 1^ ▼ I 



Customize.. 



I OK ~| I Cancel 



^ jA AMy\\<\\ 0 jjx^\ Ai^i jlikl Picture Bullet J j^^^ 



Picture Bullet 
Search text: 



FT] Indude content from Ofiice.com 



1^ 



□ 



buttons, icons, nature... 

15 (w) X 15 (h) pixels 1 3 KB | GIF 



Ok ^ ^ JaiuJal -1 



Create a Custom Bullet ^^^a^^aa^ ^5^3^: >j Aiaij f Lijj 

. a} ^^gJaSill jjljbLlll Jj:i*j :jI jaII (J-^I - ^ 
(jjs Jaxjjal Paragraph j^-^' j Honne s^jf^^ ^^^Ic- JaiuJal -Y 



01 



lJj .Bullets And Numbering ^ j j t^JjkAoll -V 

Bullets And Numbering s^jf^' c> Custom J^^^l - i 



Bullets and Numbering 



Bulleted Numbered 



None 


— • 
• 


o 

o 

o 


■ 

■ 

■ 


— □ 

— □ 

— □ 


— ❖ 

— ❖ 


AAA 


« 

— m 

— « 



Sjze: 78 



% of text 



Color <^ ' 



I Customize... I 



(j^j*J j-a^l jUkl Symbol j' jc ^j'" 



Symbol 



i 



Font: (normal text) 



]T] Subset: i Cyrillic 



pi 

^ - 


y 


0 


X 


U 


H 


LU 


m 


"b 


bl 


b 


3 


fO 




a 


6 


B 


r 


A 


e 




3 


M 


M 


K 


yi 


M 


H 


O 


n 


P 


c 


T 


y 




X 


^ 


H 


LU 


LM 


"b 


bi 


b 


3 


K) 




e 


e 




r 


6 


s 


1 


1 


j 


/b 


K> 


h 


K 


M 


w 

y 


M 


CO 


w 



Recently used symbols: 



a 



P 



Cyrillic Capital Letter Te 



Character code: '04 22 | from: | Unicode Oiex) 



OK 



Cancel 



Ok ^ JoiuJal -1 



© 
© 



(^^^J ^l.l*J (^nilS j1^)-<J| (j-^aill AiA^ 

jil^ (jjs Jaijjal Paragraph j^-^' j Honne s^jf^^ a^''^ JaiuJal -Y 



Presentation! - Microsoft PowerPoint 
-nimatlons Slide Show Review 




Aiili iimII 4^-4^ j ■ '1^ hx^\ 



L 



jja Jaijjal Paragraph j j^l ^j^i^^l Home s^jf^l iaiujal -Y 

J jijbu Bullets And Numbering 



OA 



Presentation! - Microsoft PowerPoint 
Animations Slide Show Review View Developer Add-Ins Format 



'48 ' A* a' ^ 






I'l'P 
Illlll 


Font 









Wti 



1 

i 

None 


— 

.T 

— r 


— (> 

— 
^ 


— .1 

.11 

ill 


A 

B 

C 


M 

Ci 


M 

^ 


— -ii 

— .iii 





^uick 
tyles' ' 



*— Bullets and Numbering... 



Numbering Settings 



.^^j jil^ Bullets And Numbering i^JoiauJl (> -£ 

. t-j jt.jA\ aJ2A\ Ji>.ji Start at ^jM' 



Bulle 



F 
G 
H 



-c 

■ -J 



-J 

-J 
-c 



- .VI 

.vii 
.viii 



Size: \m % of text 

Color 



Start at: 6 



Reset 



OK 



Cancel 



Tables 



Tables Jj>->-^> 

J jAjiJl J tpOWGT pOint^ * ^ * 2^^J^ jijt-All l^l.^-s h>J iA\<^ ^ \ db) J jl^l^l 

.(j-^aill djULnll J CIjLo ^^1x^1 ! ^1-^-^1 ^ oh-^ ^\ SAiLft (J 

. Table Jj^l j^Vl (jjs laiLjjal ^ Insert ^1 j^) s-yjf^l -) 





Transitions Animations 


Presentation! - 1 
Slide Show 




Home^^i^nser^J Design 


Table 


HQ Sffl--^ » 

Picture Clip Screenshot Photo 

Art ^ -Ibum ^ 


^ ^ il 

Shapes SmartArt Chart 


Q : 

Hyperlink Action , 



Table 


1^1 HQ ht-^ 

Picture Clip Screenshot 
Art - / 


5x3Tabl« 












□□□□□ 












nnnnn , 












□□□□□ * 










□□□□□□ 
□□□□□□ 
□□□□□□ 
□□nnnn 


-a 


Insert Table... i 
Hraw Table L 

Excel Spreadsheet ' 



1^ 



Insert Table j^t j Table J j^Vl cija iai^l ^ Insert ^1 j^) s^jf^il c> 



Home j Insert 



Picture Clip Screenshot 
Aft 



Insert Table 

□□□□□□□□□□ 
□□□□□□□□□□ 
□□□□□□□□□□ 
□□□□□□□□□□ 

nnnnnnnnnn 
□□□□□□□nnn 
□□□□□nnnnn 
□□□□□□□□□□ 



^ Insert Table 



, ->f D^ravv Table 

Excel Spreadsheet 



JUkjl cilliSj dJi^VI Number of columns Jl^^t ^^^Wn jlj^ ^^j^ j^-^^ -'^ 

ji^l jijir^ Number of Rows 



Insert Table 



Number of columns: |i |^| 

Number of rows: 2 [ 
] [ Caned 



OK 



J jJl^l ^j-- Ok ^ -kiLjJal -V 

Draw Table j^l j J Table j^Vl cija ioi^l ^ Insert ^1 j^) s^jf^l c> 




1\ 



Draw ^ ^ 4 J jji^l cijI jjI ^^l^i^ Table Tools Design ^j^^ ^ 

.^1 sbl ^jx] Jj:i2^ ^jl Draw Table cij^ j^l ^j^jji^ Borders 


















1 






(I' 











Excel j^l J Table Jj^> j^Vl (jja iai^l ^ insert 



Spreadsheet 



fc^^^l HE] 



Clip 
Art 



Screenshiot 



Insert Table 



□□n 
□□□ 
□□n 

□□□ 
□□□ 
□on 

Insert Table... 
I ftJf Draw Table 
L \x\ Excel Spreadsheet 



]□□□ 
]□□□ 

innn 
]□□□ 
innn 
]□□□ 
]□□□ 



□□□□ 
□□□□ 
□□□□ 
□□□□ 
nnnn 
□□□□ 
□□□□ 



Excel diLo^^lc -Lj^^I ^jia^)*jj a^^^joi ^^^Ic jj* ^ ^ ci^^) ^^^^^ cJ l)^^)^ ^ 




JJJ^IW Ajjl^l ^ ^.l^all (jiajLo L_Liuujl J iaxjJal 
Excel J^' ^h-N UoU A-AjLuo^ CliULiC ^ij^i t'^Vl^ A) J J j-l^l <^ <-J ^ajSlI (J^J) -£ 

^ 6 J ^Ij^) ^ iaxj^l SlidG layout <^^>J^I ^Jajuol J jJl^ ^'j^l L^^. 



Click to add title 



Click to add text • 




1£ 







L-L^l ^-lAill JnxjJall J L-L^ 






^ ^^^^ 


i\l ^v^^*;\ SHIFT J^J^*^'^^^^ ^ ^Jz^<^ ji l q.^ 


(L-fl jij^l (SjajlIq ^^^^ 


^iLill A:^ ^ TAB 




^liJI (> SHIFTTAB 





; (jj^)]a (JC L_fl J SAacVI J (J j^^^t ^^^^ 

Select iok^lj Table Table Tools Layout ^j^^ c> 



[p]l ,J ' O T Presentaticnl - Microsoft PowerPoint 

Home Insert Design Transitions Animations Slide Show Review View Ppvelog fc ^ilrl Inn Hi HJII"! La>out 



Select 



View 



i jridlin« 
g SelectTable 

Select Column 
2^ Select Row 



, ?:a 1.2 cm : ai 

•Jl Insert Left ' Hi =i U 

Delete Insert .„ Split 148 cm * m ^e t Cell ^ 

Above * Insert Right celii Cells ^'^^ ►a^ largins- O Lock Aspect Ratio Si^Se 



A FJI 111 Height; 13.2 cm C 
11 [rjj Width; 16.3 cm C 



Rows & Columns 



Merge 



Cell Size 



Table Size 



[i • I • I -6 • I • I • I '4 M • I • I -2 ' I ' I f I 'A' I ' I • ' '2 ■ I • I • I '4 • I • I • I -6 • I M • I '8 • I ■ I ■ 1 10' I • I ' I 'LZ- I • I • I -14 I ' I • I '16' I • I • I I 



10 



aK J j^l Select Table 
Select Column -4^ 
lJu^ Select Row 

















insertion point 

i 
















> t 


S 0 




^ t 





Rows & Jj^( cijIjJ -kilaiLS Table Tools Layout s^jf^l jji^ -Y 

.sji^I j lJj Columns 





gn Tiariiitic 


B 


sj Insert Below 


•S 


1 Insert Left 


Insert 




Above S 


3* Insert Right 





Presentation! - Microsoft PowerPoint 

animations Slide Show Re vie '.v 



De.elopei 



-dd-Ins 



Layout 



^ i2 3.3 cm Tai ^ 



I HA 



i.rge Split r-H 4.6 cm 
Cells Cells 



□ y Height: 9.9 cm 
S Width: 18.4 cm 



Brine 
L-i Send 



\ ►a[a^ Direction- Margins- □ Lock Aspect Ratio 5l>Selec 



Insert Below J ^1 Insert Above ^-^^ ^1 j^) s^j^ ^ 

Insert j^A^ Insert Left ^1 j^) ^1 j^) s-^ . j^l 

.c>^ ^1 j4 Right 

l^-Lo jl^l A^li Insert J^-^^ A^II U*u ^ J^^<^ L>^^^ J3^^ iaxjJal -Y 



11 



CjjS. Ijl .JiuiV ^1 jjil Insert Below J J^'^ >j Insert Above '-a^ 2:' 

(>»:?ii Insert Right J Insert Left '-^^ <^ s^^j^ 











Paste Options: 










A 


Font... 






Bullets 1 ► 






Numbering | ► 






Hyperlink... 






Synonyms ► 






Translate 




^ Insert ► 


•IB Insert Columns to the Left 




Delete RovUs' 


Insert Columns to the Right 




Delete Columns 


Insert Rows Above 




Merge Cells 


Insert Rows Below 


H 


Split Cells... 






Select Table 






Format Shape... 





Rows & ^j^^ Jj^( cijIjjI U\U^'\ Table Tools Layout s^jf^l jji^ -Y 

Delete -^^^I j j ^ Columns 



|[P]I d ^ - o 

Home Irii-r 



Pi e:tntaticnl - Microsoft PowerPoint 



Select View 
Gridlines 
Table 



3 



Delete 




j"[J Height; 10.92 cm C Ci Br 

Width: 18.4 cm C l^Si 

Insert r ierge Split 3,58 cm * TH f 1 c?. 

Above Jl- Insert Right cells Cells ' ►a|a<| Direction - Margins - U Lock Aspect Ratio %Si 



Insert 
Above 
Rows &. Columns 



Merge 



Delete rows, columns, cells, or the 
entire table. 




ni 



Delete 






Delete Columns 




Delete Rows 




Delete Tabll^ 



LJii^ Delete Columns 
cji jL^ LJii^ Delete Rows -4^ 
J jji^ Uii^ Delete Table 

Apply a Table Style Jj^^t ^ AM 
Table Styles j J f':^^^ Table Tools Design s^jf^l 

.J -LUjI 





Presentation! - Microsoft PowerPoint — <i<i|^ 

~i ; l i: Animations Slide Show Review View Developer 


Ad 


d^m^ Design 


1 


jmn 
imn 

Columns 




BBESiaa S^^t:?^^ BBBBa BBBBB 






Quick 
Styles - 








2V*pt 






^ Pen Co 


Table Styles 




More [< 

Choose a visual style for the table, 





4-1^ AjjLx^ Aillk-o JaLij) (_3j3 ^ jl^l-^ ^^P^ - i 









^HHH^^^H g^g^a saamaa B::l~tZiZi 
^^^^S ^^SEB ^feja^gl 

ij^^^P^ iiT:: .: = = ===: 






1 i ■' -- 







Jaxjj ^1 ->^^\l ^J^^ (jiaA^ j) Ajjl^l L_liuuj| il-^j-li (J J^^^l ^->7^^ jjjtM -Y 






.TO 



Table ^ j J ^1 j^^ Table Tools Layout s^jf^l 

Size 



Presentation! - Microsoft PowerPoint 
nimations Slide Show Review 



De'.'clcipci 



Split 
Cells 



►a 



A 

a 

Text 



Cell 

Direction ^ Margins ' 



■ dd-Ins 



Design 



J J Height: 11.39 cm C 
Width: 19.59 cm C 
[7] Lock Aspect Ratio 



Widht J j^i L>=j^j Height J j^i ji -r 



1"^ 



.^lij jVl ^ajoij JaS Lock Aspect Ratio J^^^ ^^u^w^ ^^^^ ^ J^U^ _£ 



?"Q Height 


11.39 cm t 


S Width: 


19.59 cm Z 


|[7] Lock Aspect Ratio | ' 


TabI 


e Size 



Cell Size ^j^^ j^'j Jj^l cijIjjjI Table Tools Layout ^j^^ jji^ -Y 




Widht ^^j^t ^ o^j^ J Height ^ '<i^<^\\ jl ^ j-^^i ^^j' ^^^^^ ^ 





cijIjjjIj AiLjal ( Slide) Ailik^l djlgjuinll ^jiaxj Aijx^ ^l^Vi ^ 

. Power Point * ^ * ^ jSjiJI 

Transitions AJlUjVi J^ij^i 

l-jjjjqII ^ 6^ j-<Jl A aW cijIjjjIj ^ ^^^Ic Powef Point ^ ♦ ^ ♦ ^^^j^ lS j^^j 

Ji^U^oJaj^US Transitions 



^>-^J^i^l| Subtle 




0 



None 



□ 1 1 i a 1 



Cut Fade Push Wipe Split Reveal Random Bars 



\^\ jm\^ 



1 a 1 



Shape Uncover Cover Flash 
■ Excitirvg 



Ills 



Dissolve Checkerboard Blinds Clock Ripple Honeycomb Glitter Vortex 



■ ■ ■ 1 i 

Shred Switch Flip Gallery Cube Doors Box 

' Dynamk Content 

■ ■ ■ 1 1 1 B 

Pan Ferris Wheel Conveyor Rotate Window Orbit Fly Through 



Zoom 



(jji^^)juj ^^jj^ ^^^j^Sl^ ^^jia^)C ^Ludjlj ^ - ^ 

^Ull (j-^l ^1-^ ^ a-ijUII A:^^)Jdll Clip Art j^' Aji^^^jjdll ^ ^j^j^ ^U^^W ^ - V 



vr 



4^ ' ^ Reset 




Click to add notes 



acts - I "^^^J^"^' I 
;k I Outtine | Slid" 



IS 



1 1 [Hi gg Ed I" 63% .3. — g - 



<c. j^^t ^ Tr3nsitions ^^j^ 4^!^ ^^^ic JaiuJal ^ ^ jVI aj^^^juoII ^^.i^ ^ -V 
push ^ cj^ J ^ j^l 1^ j^l J Aji^^l j^^Transitions to this slide 



Eld ^ -04 - 

^^^9^ Home Inseit Dei'ign 



Presentation! - Microsoft PowerPoint 
: :,cihow Review view Devciopei 



'a 

None 


Cut 


[ 

Fade 


Trani-itiontoTHr; ■ ■ 


Split 


Reveal - 













I 



Sound: [No Sound] " Advance Slide 
1^ Duration: 01,00 C 0 On Mouse Click 
□ After: 00:00.00 C 

Timing 



Effect _ 
Options- j^* Apply To All 



Preview Ut^^^W (jjjla o ^ push ^ j^t ai^U.^ Preview lU*^ 

cjji^ liU ii^Vj Transitions s^jfi^l c> 



Preview 



yx. tiUi ^xIjj J-^ ciiljjjlilll J push fijUk-oll ciiljjjlj AiU-bl (j^-<i^j 

Transitions to this <^ >^ cIh^ Effect Options j^^^ ^ j^"^' ls^ U^r^W ^jjjL 




l^-ilc. c—lujIIaII jjiiUll AiLjal ^ Preview ^^^1 ^^p^ A-^lx^i i^^t^ ^ -o 



jUk^Vi ^ijiio jl jUJi Aixjo^i ^ jjJi ^ ^^^^1 ^ sjU^ power point 

4 ^jiaJ ^jjlSI Ijili ^alja ^-Ijlr^^l (jia JJJ^l ^5"^ pOWGT pOlPlt ^t-^^^t J-a j 



^^^H| Home 

Si. a 



lal Layout - 

y Slide' ^Section' 

d i Slides 



Presentation! - Microsoft PowerPoii 

' A* a' 1 , E: • Ei - im m :=- 

Font Paragraph 





itft Find 




rhape Outline ■ 


Replace ' 












Click to add notes 



Slide 1 of 2 | Office Theme' | Arabic (EgypQ | 



jlikl ^ c^iSjjll Timing Transitions cul^j^ s^jiill ^ i^i^l -Y 

J^U US Advance Slide l>^VI <^ j^l 



Sound: [No Sound] 
Duration: 01.00 
Apply To All 



Timing 



Advance Slide 

Vl On Mouse Click |- 



^fter: 00:00.00 Z 



yo 



A^jJiill ^1 JUuVt liA On Mouse Click J jVt Ji^\ j aj^^ -V 

Mouse L3ij^ ij^ 

Ajaujoiill Aljr\ nn ^Uilll CIjS jll ^LiJl^ I^A ^^gi*^ After J^tP^I ^jjJa J ^ -£ 

J ^ "iJT^ ^ ^^^^J '^J-^ J cr^^^ jW^^ J^":^^!-^ lSJ^^ '^J^ J ^ J^^ J^^^^ J^^^^^ ^ ~0 

cjji^ liU iiz^V J Transitions s^jf^t c> Preview ^ U^r^W ^ 





* Presentation! - Microsoft PowerPoint 







^ Reset 1 3 

^. B i" U S at« *X Aa A S S 3 B - HI in 11 Shapes Arrange 
.jSertion' - - . . 

Slides Font Paragraph Drawing 


JftFind 








2 

1 1 


J 










Clic 

erne- I ^ Arabic (Egypt) 


cto add notes 

' ffl ta 63'-,: 





(J^olll ^ La£ Tinning jji^ Transitions s^jf^' .kiLjjal -Y 



[Tj< ji^ Sound: [No Sound] 


Advance Slide 


Qj< Duration: 01.00 C 


[7] On Mouse Click 


frU Apply To All 


0 Atten 00:00.00 : ' 


Timing 



(jjj jLiLkVI t^Vi^ ^jj Aji^jjill (J A£^pJ ( ^ 1^1 > ci) AiU-kal l^!^ ^ cJ^^ Sound ■ ^ 

. Wav ^l^Vl 



[ISIo So«-irt<J] I'- I 

[IMo S o «_i n d] 

[Stop Previous Sound] 

Applause 

Bomb 
Breeze 

Cash Register 

Chime 

Clicic 

Coin 

Drum R.0II 
Laser 

Push 

3uctior» 



Xyiae writer 
Voltage 
Wh o o s h 
Wind 

Other Sound... 

Loop Uritll IMexrt Sound 



^L^l J ^ Aj^j^I ^L<ijV (jjiiLouJI ciii jll ^.1^ W^^i^ L>^-^ Duratiopi 



si) Duration: 01.00 



c5-i^ ^jj^l IIa ^ IajjIjx-I ^ ^^^1 LiiblAi:.^! (J jjWi ^ l^^^ ij^ J Apply To All 



^ Apply To Alt 



El- ^ 
Home Insert Design Transitions 



Presentation! - Microsoft PowerPoint 
Slide Show Review view Detelopei 



[f^ A I H Layout' 

— ' '4^ ' ' ^ Reset 

Paste _ New 

y Slide- _i Section- 

Clipboard . Slides 



llu [P\ J □ 1 •3» Shape Fill • Jft Find 

J — ~Q ^ Shape Outline Jj^ Replace ' 

Shapes Arrange ; : :i 

- I E 1^ Select- 
Drawing Editing 




r 



Click to add notes 



X I Outrme I Slides 



Slide 1 of 2 I -Office Theme" | s> Arabic (Egypt) | 



|[D|gg 63% Q — g- 




vv 



Sjl^ c!ASj^ <x. a\\ ^ Transitions ^^j^ s^jf^' 4_x!)lc. ^^^-Ic -Y 

Transitions to this slide 



Home Insert Design 



4.iill 4»^.pptx - Microsoft PowerPoint J| 
Animations Slide Show Review View Developer Add-Ins 



3 



■ 11 

Preview Random Bars Shape Uncover Cover 



a 

Flash 



Dissolve Checkerboard 7 



Transition to This Slide 



% Sound: [No Sound] * Advance Slide 
Duration; 01.00 t M On Mouse Click 

n Atter; 00:00,00 t ' 

Timing 



Effect I 

Ontjnn- ji^ Apply To All 



Subtle ^ None " )->y ^ cijIjjjUiII a-c j^^^ ^\ aJ-LuiIaII a-^ISII ^lij ^ -V 

: Jlill J£aiillj ^cjJa jA US <:i^^>j^ A-illiliVi <SljV 



a.pptsc - Microsoft Po^verPoint 



Preview 
Preview 



g s a B g ■ 

Cut Fade Push Wipe Split Reveal Random Bars 



m m 



Ap 



Shape Uncover Cover Flash 

Exciting 



m m 

Dissolve Checkerboai 

■ Si 



Dynamic Content 



■ 


a 




w 


a m 


Blinds 


Clock 


Ripple 


Honeycomb 


Glitter Vortex 


m 


m 


■ 


m 


m m 


Flip 


Gallery 


Cube 


Doors 


Box Zoom 


a 


m 


m 


a 




Conveyor 


Rotate 


Window 


Orbit 


Fly Through 



J Transitions ^j^^ Preview iaiL^I ^jjjL ^ ai^U^^ Preview lU*^ ^ - ^ 

r'v'^^j bU 

-: A^jaJl CjljIlUil 

^1 A^jJL (JISIjVI 4ji^^)Jdll Q^jc> Aij^)]a ^ A-JlilijVI (J^I^>-<^( ^^JzH^ u!^ 

(j£jaill ^ UiS A^^)judll ^^^Ic (j-^aill Jj^l^aj ^ - ^ 



4 



Click to add notes ' 



VA 



^^^1 ^ JaiuJal Animations j^l ^ >^ C5^t Aninnations ^j^^ Jai^l -Y 
: ^1:111 J£aiill ^ US 6jaUJI cijISj^U a^\1 j^J^ Animate ^j^W ^j-aUJI 




Presentation! - IS/ltcrosol 



Appear Fade 
Wipe Sl-iape 
Swivel 

dolor Pulse 

Darken 

Line Color 

Cfricierlirie Bold Flasl-i 

More Entrance Effects... 
More Emphiasis E-ffects... 

-^ItH More Ejcit Effects... 

More Motion Patl-»s... 

^ OLE A.rtion vertr.... 



Des^aCurate 



Complemen.. 



Transitions 

Fly In 

Wl-ieel 
Bounce 

Xeeter 
Ligl-iten 
Fill Color 
Bold Reveal 



Float In 



Split 



Random Bars Grow St Turn 



G ro w/Shi ri n Ic 



Transparency Object Color 



Brush! Color portt Color 




^m^Microsoft PowerPoirw 

Slide ShO'^'j Review 



★ 

None 








V 

Fade 


Fly In 


Float In 


Split 


Wipe 




Bounce 


Random Bars 


Grow I^Turn 


Emphasis 


Pulse 
Oesaturate 


Color Pulse 

Cr 

Line Color 


Teeter 
Lighten 

.k 

Fill Color 


Spin 
Transparency 


air 

Grow/Shrink 
Object Color 
Font Color 




Bold Flash 


Bold Reveal 






More Entrance Effects... 
^ More Emphasis Effects... 

More Exit Effects... 

More Motion Paths... 
# OLE Action Verbs... 



1^ Duration: 




Click to add notes 



Outline Slides 



Slide 2 of 2 I -Office Theme" | Arabic (Egypt) | 



I fal gg Ojgl ^ 63% 



a£j^ (J£l Ixjii cijIjjjUII j^iiiii j6 Grow&Turn ^jUk^Jl cijIjjjIj <sLj^\ ^^^^^j -i 

j-^ j-xiiSAnimation <^ cIh^ Effect Options ^p^^ U^.r^^W (^jjla ciLSi 







Effect 
Options ^ 




Sequence 


r— ) 


As One Object 


• — 


All at Once 




By Paragraph 



1 _s:_>=»^ . p pt3C - fs/licroso-l 



Home 
islone- 

Norte 


Insert C e . i c; 

n 










En«rar»c:e 




Appear 
Wipe 


Fade 

-At 

srvape 


Fly In 
Wl-ieel 


Float In 

Random Bars 


Spirt 

Grow Si Turn 




Zoom 


Swivel 
















Color Pulse 


Teeter 


w 

Spin 


Grow/Shrink: 










Tra n s p a r e n cy 


Object Color 






n... Line Color 


Fill Color 


Brusl-i Color 


Font Color 




Underlin 


e Bold Flash 


Bold Reveal 








^jf^ rviore 
r.-lore 

■^1^ More 
More 


Entrance ETTects... 
Ernphasis ET-fects... 
Ejcit EfTects... 
Motion Path»s... 









^ Advanced Animation ^ jln^l j Aninnations s^jf^it Joi^ 

a£ AiLjal Add Aninnation ^ 




Sik' More £ntranc* Etf«?cts,— ^ 

More Empnasts EfTects.^Sj^ 



A* 



diaU Ul j^-ks More Entrance Effects j^tP^I u^j jW^' -ki^jall jik^ -V 



\dd Entrance Effect 


■ 1 @ Im^ 


Basic 




Appear 


Blinds 




i^Box 


ij^ Checkerboard 




i^Cirde 


^ Diamond 




^ Dissolve In 


^ Fly In 




Peek In 


Plus 




3^ Random Bars 


1^ Split 




Strips 


m Wedge 




Wheel 


i^t^ 1 




Subtle 




Expand 


T# Fade 




^ Swivel 


^ Zoom 




Moderate 




^ Basic Zoom 


^ Center Revolve 




Float Down 


Float Up 






[V] Preview Effect [ 


OK ] 1 Caned 







fSuJW jIoj <Liail CjWI 



^j^vUJii jijj Aij^jii cjVVi 




^^^1 Advanced Animations j^t Aninnations Mjjf^t ^ -1 

, cAj^j^ AiUiaJI c^\S, j^l siaU Aninnation Pane 




Jriijij Play 



I Ifr I ■ I ■ I I'l- 1 ■ 



r ^ 




Click to add notes 



Animation Pane 
[► Play] 



1;-;^ TextEox2; QBI 



2^^ TextBox3; 
3 I Down Arrow 1 



Seconds ^1 < [o] ' 



4 Re-Order 



Slide 2 of 2 I -Office Theme" | Arabic (Egypt) I 



llg'ggiii' 63% 0 — U- 



JSoill ^ Tinning ^ Aninnations s^jf^l -Y 



[J < ► start: On Click ^ Reorder Animation-^ 

[j Duration: 02.00 Z | ^ Move Earlier 

[r ^< ^ Delay: 00.00 C ▼ Move Later 

Timing 



ajI^ (Jjj jllkj (jl c^li^j Start 



^ start: 
® Durati 


On Click 


On Click N 


Delay: 


With Previous 
After Previous 



^ jUil jjoijVI ^ JaiuJall jik^ a£j^I ^^Jij Qn CNck 

AijLoJI a£ j^l a£ j^I With Previous -4^ 

AhLA\ a£ j^l ^1^1 :uu a£ j^I After Previous 
Juiill j>.^v^ (^1 AijiiLujj (^jill ciiS jll ^J^^ (j^ t^Vi^ Duration 





1 Duration: 


00.75 : 




^Azi^ ciiS j^^\if\\ ^p^^ 1-^^^ (j^ t^Vi^^i Delay 




3 Delay: 


02.00 . 





A^^U ^Ux]| ^ ^^£2^111 cii^ Reorder Aninnation 

Reorder Animation 
A Move Earlier 
▼ Move Later 



6^1ju1a1 Preview (^^^ iaiuJal ^ ^^^^.^1 ^jia^)xll AjjujLLdll cijI^I^VI ^ 



o- !. — -a — -6 



^ I |l,-<gTe,«ox2:^...L[71 

2<fTcxSo»3 .1 




aide to add notes 



SIMe2a(2 | -OHKeTliaM- { 




Joi-xial Animation ^ j^^l jU^I j Aninnations s^jfi^t 

(j£judllj ^jja ^ jA a . 4£^pJi aJIjV None j^-^^ j ^-^^-'^^^ 



1"^ Gli^i.pptx - Microso 

Home Insert Design Tianiitiorii ^ Aninnations Slide Show 



4 

Preview 
Preview 



None 



None 



Entrance 



Appear 



n 

wipe 



Zoom 









ir 


Fade 


Fly In 


Float In 


Spilt 


ir 




r •% 


V 

•> 


Shape 


Wheel 


Random Bars 


Grow & Turn 










Swivel 


Bounce 







cjji^ liU Preview -kijjall (jjjla (jc^ ajjU-a Preview 



At 



Notes «ijUa^!i«il 




>^ Presentation Views View ^j^^ -5=^-^1 -'^ 

JSJdll LaS Notes Page ^'■.q >^ jLI^Jj ^ L^IjojIjJ i^Xj^ ) (_pajji]l jJjJa ^-J-a^ 




Notes 1 of 2 I -Off ice Theme- | Arabic (Egypt) | | CB gg iP 53% •-• n +: 



AO 



Page Setup aaa^i jIjc^i 



^ iaiuJaU Page setup ^t^) ^ c> j Design ^j^^ ^ JaiuJai 

cMi ^ us Page setup ^^^\ ^i^i 

p]i d ^ - (J ^ 




Page Setup 



jSoiill ^ US Ajiix^l jI^I ^iaU j^-kS -Y 

U5J 



Slides sized fbrr 



^ Orientation 
pi^creen Shc^^^^ ^^^f^ 



Width: 

25.4 : cm 
Height: 

19.05 : cm 



Number slides from 



Slides 



' ' Portrait 
o Landscape 



Notes, handouts & outline 
Portrait 



Landscape 



OK 



Caned 



ui i^iLu (jia j^i c_j jikJi jJaJi ^ jj Aiji^ Slides Sized For 



glides sized for: 

On-saeen Show (4:3) |^ 



A3 Paper {297x420 mm) 
A4 Paper (210x297 mm) 
B4 aSO) Paper (250x353 mm) 
B5 asO) Paper (176x250 rem) 
35mm Slides 



Overhead. 

I Banner 



A^j^i Height J j Width jf- 
t> ^ij^i Number slides from 
Landscape C5^i ji Portrait j^i jW^! e^^) 



^jU. ^iTsW cjLLIxLaII ji Handouts "-jIj^^i ji Notes t-iUii.!Ui ji^i eU^j 

. ji t^jij^ J£4i Outlines 



US cilli 

j^-N ^ ^.l^a] ^jlilLJl j\ ^ Ctrl ^LLi ^IjLkjjuol (jS-<iJ ) Ia jliki L_J j\?-i^\t A:^^)Jall ^-l^i ^ - ) 

. juii i^i ^ U£ Hide Slide -^j^ 





AV 



Drawing 



AA 



jjI JJLo tA^Lo^Vt Ji£^Vi cy^ jri j^i ^cjJj Microsoft PowerPoint ^^^-^ 

Insert ^U^^) s^jf^^ 
jj cijU ^ J Illustrations ^ j^^l ^ shapes ^ j j^Vl -V 



[ 



Home I Insert I Design Transitions Animations Slide SI 




HQ m-^ 

Table Picture Clip Screenshot Photo 
Aft ^ Album ^ 

Tables Images 




Hyperlink 



1 .12- 1 ■ I . I lO- 1 • I • I • 



f 



Shapes 

Insert ready-made shapes, such as 
rectangles and circles, arrows, 
lines, flowchart symbols, and 
caliouts. 



Q Press Fl for more help. 



^ijc J£^U 

_C_J jUaxill J£aiill c> ^^^^^ 



Recently Used Shapes Q 

[y\\noaAX"uoOG 

Lines ■ 



Rectangles 

Bask Shapes k 

0C7C>OOrtc^'O'OQl3i 
CDOC D { > 

' Block Arrows 

Equation Shapes ^— ^— 
■ Flowchart 

QQao 

stars arul Banners -^—^^^^^^^^^^^^ 



• Caliouts 

C:] p p /□ ^ cP h: /iS} 

AD AD (HD 
Action Buttons 



E][E]0Ei][l[l]®@[D][l]Sn - 




Jlui Jib ^\ jjj 

^^^Jc- ^ (J-^ ^U^) (J£aiill Jji^ - ) 

JJJ^ Edit TGXt J^"^^ Al:ixjnA\ ^ J (J-<ijVl 6J^' JJ J^^l iaxjJal -Y 



Arial (Bo - 18 'A" a' W W -±j 



1^ 



^ cut 
Copy 

Paste Options: 

ffl 1^ I X| 

Edit Text . 
l!S Edit Points ^ 
t^i £roup ► 
'Ci Bring to Front | ► 

Send to Back | ► 

Hyperlink... 

Save as Picture,.. 

Set as Default Shape 
a iJ Size and Position... 
^ Format Shape... 



.JSjill jUal Jikb Cja^u^i ^Ij^lj 5Jaflj i^^li -V 



I 



Shape Styles Jl^VI iaUjI jlikl Drawing Tools Format s^jfi^l 

JijJU ^^j^ US Shape Fill ^ iai^Jalj 



-^-i^ .r-.pptx - Microsoft PowerPoint 
Design Transitions Animations Slide Show Review View 



Abe 




Abe 




Abe 



Shape Styles 




Shape Effects - 



i-i Send Backward - Jjj Group 
I 5l> Selection Pane Rotate^ 



Home Insert Design 



Insert Shapes 



ili^l.pptx - Microsoft PowerPoint 



- j^|shape Fill 'j 



lemeCoiors I ,' A 1^1^ 

■ ■■■■■■■ [V;^. 

liliiiii. 



- ^ ' 4 Bring Forward If Align - r-^ 
Send Backward ■ J5] Group- 
A' 5i> Selection Pane Rotate' ^ 



Standard Colon 



B Gradient 



Click to add notes 



Slide 1 ot 1 ^OfficMtieme^^^^rabic[Egy^ 







Aria! (Bo "72 - A" a' W 














c 




Cut 
-jl Copy 
J Paste Options: 


c 








ISl Edit Text 
S Edit Points 






u 


Hi Bring to Front | K 
Send to Back | ^ 

ft, Hyperlink... 

Save as Picture... 

Set as Default Text Box 

a_0 Size and Position... 


u 






Format Shape... 







jjill jji^ Fill Color c> J Solid fill ^ Fill Format Shape ^'^^ 

( \a\\ color 



Line Color 
Line Style 
Shadow 
Reflection 

Glow and Soft Edges 
3-D Format 
3-DRotaticn 
Picture Corrections 
Picture Color 
Artistic Effects 

Size 

Text Box 
Alt Text 



) Npfll 

N Solid fill 

' Gradient fill 

' Picture or texture fill 

Pattern fill 
} Slide background fill 
Fill Color 

Color: 

Iranspa 



llllllllll 



standard Colors 
■ ■ ■ 

More Colors... 



I ^ I 



a^jj!iA\ ^^^Ic ^ a1 ^^JlL1\ ji^l jAsu j1 j-<ill (J£aiill jji^ - ) 
Shape Styles Jl^Vl i^UjI jlikl Drawing Tools Format s^jf^t 

J£J:i11j ^ ^ jA US " ^ jUJI jUaVI" Shape Outline J^iuJal j 



iwnoD £ 

In!ert Shape: 



OG.-i Q Abe Q .jg 



o.-*; 4, ill o^.pptx - Microsoft PowerPoint 
Animations Slide Show Review View 
^ Shape Fill- 








J Format 





ij ::ingroiv^ara ||. Align ' rn ^ 



Shape Effect! 



" ^ " J ma Backward • Group ■ I 
' 1^1 A' I Selection Pane Rotate ' ^^'^ ' 



Shape SMe? 



-j: pptx - Microsoft PowerPoint 
inations Slide Show Review 
. ^ Shape Fill' 



Developer -dd-In 



[shape Outli^ ' /a\^ 
V ■■■■■■ 

.llllllll 

standard Colors 

!■■ ■■■■ 

No Outline 
- ■'<}) Mofe Outline Colors... 
= Weight 
1^ Dashes 



H I Wo rd Art Styles 

mill 



-ujiiii More Outline Colors j^'^^ u'j^V' t> ^j^j 

Shape Ji^Vi iUji jLLki Drawing Tools Format s^jf^Ji >^ -'^ 

( ^jUJi jiivi ) Shape Outline c> Styles 



CJi^ .pptx - Microsoft Pc'.verPcint 



^ ^ Shape Fill'- - A' 

^ l^lshape Outline '1 /SV ^ /a\ |-|^' 

T 



Theme Colors 



llllllllll 

Standard Colors 
■■ ■■■■■ 

No Outline 

More Outline Colors... 
= Weight ► 

jjnn; Dashes ► 
7-7 Arrows ► 



Va pt 

Vapt 
Vjpt 
1 pt 
IVipt 

2y4pt 

3pt 
{■AVi pt 
6 pt 



More Lines -laiuJal -L ji^^l ^ -^3^ j ' ^ (j-^UJI cJ^j^ < u>i1 .L^I tiLuuo jU^I - 1 



llllflilh 

standard Colors 
■■ ■■■■ 

No Outline 

More Outline Colors.,. 
= Weight 
Dashes 
Arrows 



y4pt 

Vipt 
'Apt 
Ipt 
IVapt 
2Vi pt 
3pt 
4y:pt 
6pt 



Show the Format Shape dialog box 
to specify advanced line st t-r 



jA L»S Width (> -i^l ^ Line Style ^ Format Sliape -'^ 



Format Shape 



I 9 I 52 I 



Fill 

Line Color 



Line Style 



Shadow 
Reflection 

Glow and Soft Edges 

3-0 Format 

3-D Rotation 

Picture Corrections 

Picture Color 

Artistic Effects 

Crop 

Size 

Position 

Text Box 

Alt Text 



Line Style 



Width: 



7.25 pt 



Compound type: 
Dash type: 
Cap type: 
Join type: 

Arrow settings — 

Begin type: ▼ j End type: ▼ | 

Begin size: |^ ▼ j End size: |^ ▼ j 



Miter 



A:^^)judll ^^^ic ^ aA\ J^l^l AiLja] CJ jUa^ll (j£judll ^ - ) 









Anna 
• Ode 




! 






















'41 




toaddnotes ^| 



Shape ^ jU^ Drawing Tools Format s^jf^l 1^ ^ 

J£^l ^ US Shape Effects ^ iai^ j Styles 



Design Transitions 



_-^,ppt>: - Micrcscft PovverPcint 
Animations Slide Show Review View 



Developer Add-Ins 



Format 



Abe 



^ ^ Shape Fill- 
▼ Shape Outline ^ 
' -^'^^ Shape Effects - 



Jj Bring FonA/ard 
-J Send Baclo//ard 



|=» Align " 

J§] Group • 
Selection Pane Rotate 



AiLjal L^!)Lk cIh^j (J^-j^l-^ ^JajouaII lil Shape Effects -kiuJalUj -V 



4^ snape Effects 




( J 


Preset 




Stvacfow 






Reflect! o n 


► 


CD 


Glow 






Soft Edges 


► 


a 


Bevel 




n 


3-D Rotation 





^cjja jA US J£j^l ^1 djLoil^xjVi ^( AiLjal |j£<ij Reflectioii (j^l^VI 




A- Hfa Bring Forward- 1= AHgr, - ju^^^^^^^ 
^i,Ser,dBackw,- - 
5ij Selection Pane Rotate- 



i!J d ' ' ' " Cii^i.pptx - Microsoft PowerPoint ^ J.w.o-^,Ui,:^ ^ 


• 1 = 10 




OD AXXC- ' 


a- 

m 


1 Abt j ^2 . 


^ Shape Fill' 
^ Shape Outline ' 
\Qi Shape Effects"! 


/A /A i'l^l' i-i Send Backward ■ H 
Zn^ /r^\ ,,|^, 1 Si^selectionPane 


2;^' S:0 6.41c,n :^ 
rZ' S^i'*'"*^ 

Size ri 








[ j Shadow > 
Q Reflection > 


J 


X 1 OutGtw { Slides 

1 






- Glow 

■ Soft Edges > 

^ 3-E Rotation ► 


No Glow 

Glow Variations 

□ □□□□□ 

□ □□□□□ 

□ □□□□□ 

g:o □ 0 O a , 

More Glow Colors > 
O Glow Options.., 


1 


Clickto add notes 





(J£aiiil c_lujIi<i11 jjjUII jLiiklj c_ilUall ^ jL -1 



^1 



^^ji) JlLuiV) ^j^T^* 

(Jl£uail J-^l J JJ-^"^ . J UiS 1 ^ y ^ (J^ftLxIlil dJ^lxlLJl (Jl£jaiVI 




^jUil jjllj Ctrl ^ iaiuJall (jjjL (ji^ JUj^VI ^ - Y 




Jai-^l Arrange <^ jli^l j Drawing Tools Fornnat s^jf^l Jai^l -V 

. JUll J£aiill ^ US aJjijoluJI A^lill fa^ Group 



oint 

V View Developer 


Add-Ins 


Format 


1 OP 




, A ' 




A - 
A- 


Ljj Bring FonArard ^ 
4 ^^i^d Backward ^ [ 
Selection Pane 

Arrange 


1- Align - t"jj 1 
[Ij Group 


.At . 




K 
Id* 


Group 
Regroup 


A 1 

▼ 1 


WordArt Styles 




iize ri 




1 . 1 . 1 1 






[J SKdes 









. IjLa J Group J-a*^' (,5^ JaauJalb ^ - i 




. Group c> 



^ Jl£j^V( ^ ^ ( Shapes ) Jl^( ^( j^Lj ^ 





Arrange jj " <^ j^^^l jLLkl j Drawing Tools Fornnat s^jfi^' -V 

Aj^judidll j^-laiia " ^Li!)U jU^n^l " Bring Forward JaiuJal 

Bring Forward >>Vt ^-^ j^t : Vjt 



)ft PowerPoint ^^^^ 
Review View 



Developer Add-Ins 



Format 




Bring Forward[^[ |=» Align ^ 
Bring FoRA/ard ^ Group 
^ Bring to Front Rotate - 



Word Art Styles 



Arrange 




" ^Jl4]l ,^1 jU^l " Bring Front >^Vt 1^1^ jU^t : u:i!s 



Developer Add-Ins i Format 




4 Bring Forward] ^ |g> Align ^ 

Group 



4 Bring Forward 
C|| Bring to Front ^ 



Rotate 




^ ♦ ♦ 



iai^l Arrange ^ jH^I j Drawing Tools Fornnat ^j^^ iai^l -Y 

aJaxAJI A^lill j^-kia Send Backward 
" LiliJ] Sjlai. JUjl " send Backward j^Vt jl^i^^t : Vjl 



: PowerPoint 




Review 


View 


Developer Add-Ins 


Quick 


A- 


Bring Forward ^ |& ^ 




1 


Ci Send Backward ^| Si ' 






i-il Send Backward T 

-•^ Send to Back ^1 













,1 J ^ jjjoui ^Ij^ til^pi (j£judll ^1 Ja^!^ 




J^j! " Send to Back >>Vt : U^t^ 



- ci d -Ir-i 5 



^1^^^ ^ L-Al Bring Forward Align ^ 

j ^L-i^ Send Baclcwarrfj •*•] X^Il ^ roup 

^ ' ^2S ^ I L-ia Send B^aclcward Rotate ^ 

— Send to Bacic r-,. 




Charts 



L^i ciL-i^ 6^iJ jVi s^u/i ml J jj J jsu^ (jjj-jjaUJl PowGrPoint 

. jl^l ^ ^j^j^ cr^^ L)^ ^ ^PowerPoint cr^^ ^ -> 

Slides ^ j^-^t ' Home 4 c—ujiill 4^!)^:. ^ ^^niiS ciA j^VI -^jj^^ 

US 




Insert Chart 



Click to add title 






Click to add text • 1 

Insert Chart] 



^cjjaj^ LiS cPLull ^ jll Ajjiil ^^ic Jaxjjal 1 1 1 ustratioHS 



Presentation! 

esign Tiansitions Animations Slide Show 




jLoull ^^^Jc j:^^)^^ -^^^H" ^jWh>n r*n^ InsBft Chart > n -V 

T3i 



Insert Chart 



d Templates 



||M Column 



1^ Line 
<^ Pie 

Bar 
[s^N Area 
1^' XY (Scatter) 
liii Stock 

Surface 
^ Doughnut 
?2 Bubble 
^ Radar 



Manage Templates... 



to M ifl in M iM M 



i& Jfll m JAi I* 



r 



\^ \^ ^ ^ 



Pie 



Set as Default Chart 



OK I I Cancel 



OK -1^1 

ciL 4 > \l Cl^ULnll ^ A-ijJaljjaVt J\nnil ijjo^l Cl^ULnll J -£ 






dJlJJl^l L-Ujilll CllUi^^U:. jJJ ^UJI ^ -^^^ ' dJLjJl^a] f^J^' iaxjJal - ^ 



Jesign Layout Format 



Chang Chart Jai^l j Type ^ j^^l Design cjI Jajj^ t> -Y 

Type 





Home 


Insert Design Transitions 


Animations Slide Show 


Review View Developer Add-Ips | Design | Layout Format 


y 

Change 


Save As 
Template 


- ' 1 ^jtl) ^jig 

S'Aitch Select Edit Refresh 
Row/Column Data Data Data 

r-3t3 


llriiL 

— 1 1 — : — 1 




:# 








Chart Lavout: 




Chart Stviec 



^ jm l i ^ l l iajla^l Chang Chart Type J 





^ Templates 


Cohimn 


i W Column 1 
1^ Une 
^ Pie 
^ Bar 
^ Area 
1^^ XY (Scatter) 
[jii stock 

Surface 
IQ Doughnut 
?S Bubble 
^ Radar 


B 




SI 




JSi 




lit 

Line 




m 

Id 


M 


M 






ne 


















[ Manage Templates... ] 


[ Set as Default Chart | 




1 OK II Cancel 



^^^1 ^ Chart Styles ^ Chart Tools Design ^^^^ j^VI i^j^ ^ 

I jajioll JaLuVi ^ jxJ Chart Styles jz^j^' ^a-^i (jja 



/erPoint 






Ldi kJi 






Chart Styles 




H 


love 

Change the overa 

the ch?iri. 


1 visual style of 



L5^^^t ^J^t ^J^^**^ ^'^J^<<n1 



^ Chart layouts Chart Tools Design > <^"^ j-^VI Cy^ - > 

U\U\"\\ \ <il£ ^ jjtl Chart layouts ^j^' cs-^ ^a-^-j^i (jji )-»^ 

6^ jIaII 



Chart Layouts 



^Ai^laal ^Lnll ^ajuj^l ^^j-ic JaxjJal ^ 

Labels ^ ^i^i^ Chart Tools Layouts j^VI i^j^ ^ -Y 



Presentationl.pptx - Microsoft PowerPoint 
ons Animations Slide Show Review 



J _| jal J 

Chart Axis Legend Data Data 
Title - Titles - - Labels - Table - 




Format ^ ^ 



ST I S [Ml y= 



Axes Gridlines Plot Chart Chart 3-D I Trendline Lines Up/Down Error 





Add/ remove the Chart Title 




ST 

Chart 
Title - 




YjX jj^ 


Add/ remove the titles over the X and 
Y axis 




Axis 
ntles - 






Add/ remove the legend 




Legend 






Add/ remove data labels 




ill 

Data 
Labels ^ 






Add /remove the data table 




M 

Data 
fable- 





Cliljljikl A^li J^-^ Ch3rt Title ^ -kxjJall Ak. -V 



Char 
Title 


t 








1 None 






Do not display a chart Title 






1 Centered Overlay Title 




Overlay centered Title on 






1 chart without resizing chart 






1 Above Chart 




Display Title at top of chart 






area and resize chart 




More Title Options... 



^Lnl) ^ji] o^jxj V None 




^Lnli ^ j\\ jjjS j^Jy (jI Centered Overlay Title 




0 










18 


16 


17 




15 


17 


16 


f-^ cnc 


12 


14 


13 



^Lnll ^ jll jziz^j -laia^l Aikui ^^^1 ^ Above Chart 



^ ♦A 



18 16 17 

15 17 16 

12 14 13 



( Aj^I I ^lijVt / ^\ ) JLnl\ ^Jl cniu QjjUfr AiLiat 

6^,1^ Cr^W^^ f^J^l JaijJal ) 

data Jai^l Labels ^ ^^^i^ Chart Tools Layouts ^1 j^VI i^j^ ^ -Y 

labels 



Presentaticnl.pptx - Microsoft PowerPoint 
ons Animations Slide Show Review View Developer 



Chart Axis Legend 
Title' Titles- 




Data 

Labels 



Data Axes Gridlines Plot Chan Chatt 3-D , Trendline Lines Up/Down 
fable-' ^ ' Area'' Wall- Floor' Rotation | " Bars ■ 

P:,,'l--.r,-Min,H 




Data 
abels " 



jijic. A^ii -V 



. 1*^ None 

i x| Turn off Data Labels for 

selection 

2 Center 

Display Data Labels and position 
centered on the data point(s) 

13 Inside End 
Display Data Labels and position 
inside the end of data point(s) 
i^.lnsitic Base 

Display Data Labels and position 
inside the base of data point(s) 
_ 1 ^Outside End 
~ii \a\ Display Data Labels and position 
outside the end of data pointfs) 



Nlore Data Label Options.. 



diULnll yjjUc L_fllij| None 




-kx^aiLall ^ ( ^ajSlI J djULnll ^jUc Center 




6.w:.!)U ajI^I J^Ij ( ^1 ) (j^ijUc- Inside End 




0 










18 


16 


17 




15 


17 


16 


'-^ cnc 


12 


14 


13 



s^li Ji^lji ( ^1 ) cjULuII uJjU&lnside Base 




m cnc f-^ 



ajI^ ^jUk ( ^1 ) cjULull (jJj^Outside End 




I 



j1 jU^I ^ Aij^l More Data Label Options-"^ 



ii li TliiilfTi 



Fill 

Border Color 
Border Styles 
Shadow 

Glow and Soft Edges 
3-D Format 

Alignment 



Label Options 

Label Contains — 
□ Series Name 
O Category Name 
[7] Value 

[ Reset Label Text | 

Label Position 

© Center 
O frisideEnd 
O Inside Base 
# Outside End 

□ Indude legend key In label 
Separator ; |V] 



) ) ) 



^Uil ^Jl cxs^ 

^^.l^a] ^Lnll (^^^ JaxjJal -Y 



1 




ll 









^ Format s^jf^t Chart Tools Layouts ^1 j^VI - 

J^U jA US Format Selection Jai^l Current Selection ^ 



Ipjl J ^ ' U v^ii |7 • ^^^MM^^P Presentation! - Microsoft PowerPoint 

Home Insert Design Transitions Animations Slide Show Review . le.. be.eiupe 



;e:.ign Layout 




Format Chart Area 



Border Color 
Border Styles 
Shadow 
Glow and Soft Edges 
3-D Format 
Size 
Position 
Alt Text 



No fiR 

Solid fill 

Gradient fill 

Picture or texture fill 
' Pattern fill 
' Automatic 



Format Chart Area l^Jj^' ^j^^ j^-^^-^ 



Solid Fill aA^I Aliful\ jj iaiuJal ^Lnlt ^J^W A\\i^\\ A\h\\\\ (jjl (JJJ*j1 

J^U us button 



Format Chart Area 



Border Color 
Border Styles 
Shadow 

Glow and Soft Edges 

3-D Format 

Size 

Position 

Alt Text 



Fill 

O No fill 

m Solid fill 

Cj Gradient 
O Picture 
O Pattern fill 
Automatic 
Fill Color 

Color: 



itV 

ortexibiifill 



Transparency: Q— 



|o% 



Format Chart Area 



Fill 

Border Color 
Border Styles 
Shadow 

Glow and Soft Edges 

3-0 Format 

Size 

Position 

Alt Text 




I aose~ 



us 




^Luil frXdMjIi ial ijli <\\ \ ^ 




JJ 



^ Format s^jfi^' Chart Tools Layouts ^1 j^VI -V 

JiJiillj ^uJa jA US Format Selection Jai^l Current Selection <^ 



iD' id ' 0 ^ ' Presentation! - Microsoft PowerPoint 

Home Insert Design Transitions Animations Slide Show Review View Developer Add-lns Design lavmit _ I Format 



Series ^L' 
^ Format Selection 
<3 Reset to Match StylV 

Current Selection 



J Abe j_ 


^ Shape Fill- 

_Ahr 1 1 1 L/ jihaoe uutllne ' 






^ - JShape Effects' , 


Shape Styles ' 


WordArt Styles 



Bring Forward |§> Align " 



Send Backward • Ji] Group' 
^ Selection Pane Rotate • 

Arrange 



i-a^ 0 cm 

Size r; 



Format Data Series 



Fill 

Border Color 
Border Styles 
Shadow 

Glow and Soft Edges 
3-0 Format 



Format Data Series J i^j^' j^-^ 



1 



Series Options 

Series Overlap 
Separated 



Gap ySfidth 
No Gap 



Plot Series On 
<S> Primary Axis 
O Secondary Axis 



Solid Fill ^\iT^l^tjj^t iaxjjal ^ Ainju Pill j-<iVl ^jj^ j-^' ^lU^ j cjj^ ^I.*^^ uoV j - ^ 

button 



i Format Data Series 
1 Series Options 

Border Color 
J Border Styles 

Glow and Soft Edges 
1 3-D Format 


1 , 2S iJ 

No fill U 
• Solid fill 1 

'1 Picture or texture fill 
Pattern fill 

1 i Invert if negative 




color: 







^ <3,.ludA3l A^lill U j\ Color UJ^^ mW^^ < ^ Til J (JijuoV ^a-^^Jl ^^^-ic -LxjJal ^ -O 



Format Data S 



Border Color 
Border Styles 
Shadow 

Glow and Soft Edges 
3-0 Format 



Fill 

O No fill 
(# Solid fil 
C: Gradient fill 
' : ' Picture or texture fill 
' I' Pattern fill 
CI ' Automatic 
rn Invert if negative 
Rll Color 



Color: 



Theme Colors 



Jllllll 

Standard Colors 
■ ■ 

3) More C^ 



II 



^jJaj><i La£ ^A^'s a\\ ^AacVI (^^^ CJJ^^ l3^^^^ (A^^J CI0S6 l3^^) JaiuJal -1 




bBf, line or pie 1^1^^ a\\ aSjLuoII jl^^ti ^j^Wi (j^-<ij 



Organization Charts cjUakLA^i 



^■^i^ C5^i SmartArt ci^i^^j c> ^ Power Point ^ ^ 

, jl^l ^j^j^ cr^^ C^' J' 'POWGrPoint cr^^ ^UiuU ^ 

<c j-<i^ j^-^t HonriG cjjjiili A^'y^ ^ ^uLiS cijI j^Vl -^j^>j^ ^^^^ 

(J-<uiij ^^^1 L-)i UjU-sMi ^ jjji^ Layout -kxjjai J Slidos 

. ^Ui us SmartArt 




Two Content Comparison Title Only 





Insert SmartArt Graphic >jJi -i^^i a^^i ^ ^ -t 



Click to add title 

Click to add text 



I^M^I -■^ ^I"seft SmartArt Graphicj 



- : a^jJili SmartArt 2;' ' >^ 

. Insert s^jf^' ^-a!^^^ jj^a. - ) 
Illustrations ''^^-^J' ci^j^j SmartArt r^j j-Vi -Y 




Presentation! - Microsoft PowerPoint 
de Show Review View 



HQ Mt^ 



Picture Clip Screenshot Photo 
Art ' Album" 



1 / 



Shapes 



Text Header Wo! 
Box & Footer 



I IZ' I • I • I -lO' I • I ■ 



Insert SmartArt Graphk 



Insert a SmartArt graphic to visually 
communicate information, 

SmartArt graphics range from 
%9 graphical lists and process 
^ ^ diagrams to more complex 

graphics, such as Venn diagrams 
and organization charts. 



Q Press Fl for more help. 



^ ^1 SmartArt j^j j jt ^^j^ c> o^"^' s^W^t -£ 



Choose a Sm< rtArt Grapht^^ 
^ All 



Cyde 
HierarchY 

l^j Relationship 

^ Matrix 

^ Pyramid 

lia Picture 

OfRce.com 



4 



cal Box List! 

-mwm 



I 




Vertical Box List 

Use to show several groups of information, 
especially groups with large amounts of 
Level 2 text. A good choice for bulleted lists 
of information. 



c3^i Ok c3j^ j^tj 4^ ji^i SmartArt ^ j 





Jill 


ALL 






List 






Process 






uycle 






Hiprarchv 


■( cr-> 




Relationsliip 






IVIatrix 






Pyramid 






Picture 


Office.com 


Office.com 


Office.com 



SmartArt Aiu^i 

^)jaljVI L-uL^l (^^ic ^a-^Juo ^ aJ ^ J^^^l Ji '^'^ ^ J fiJjili ^l^)-<ill ^a^^l -^-1^ - \ 




Type your text here 



SS 



[Text] ^ 
[Text] • 
[Text] • 

[Text] < 
[Text] • 



Hierarchy. 




Hextlj y [Text] ^ 



[Text] ^ [ Text] 



^ juji^ a-iLSj hl > >i .^jjILJI Enter ^^^^ -Lxjjal ^juji^ JSoi AiLjaV 



Type your text here 



[Text] • 
[Text] • 

[Text] • 
[Text] • 



Hierarchy^ 




[Text] 



uj^ ^ ^W^l ^ jl^y^ SmartArt 



^^^Ic 6^.1^1 CJJjilll CijLi^^U:. ja jli dJjJl^ JUC J 6 6^.1^ Jala^^l ^^^ic JaxjJal - ^ 





1 Design 





^'^j^c^^^'i Design A^y^c -Y 
.V ji J^l ^ j^-M JSoiill ^jj (JjI jjS -V 




Cre3te ^ ^ ciiLi ^jll j^t^ ^ J£aiill AiU-bl Add Shape^^t JaiuJal -£ 

Design s^jf^Jt c> Graphic 



File 



Home Inseit 



_j -d j Shapt;^ Plilmole 4 Move Up 
1::^. -od Duil;{^ -i^ Demote Move Down 

Text Pane J Right to Left S Layout 



Presentation!, pptx - Microsoft PowerPoint 
-nimations Slide Show ^^Revievv^^^'ievv De.elopcf -rin-ini .^^^^^J^ 





mmm 








Change 
Colors " 


□A 















^1% 

Reset Convert 
Graphic 



^^^^ j ^^^ 



Add Shape j-^Vl JjUiuJl ^a^^l jji Uy,r^\ ^ V s jLlLII ^1 aLLJI cijI jLlLII jj£ -1 
^ Design s^jfi^t Create Graphic c>^ cA^j^ jll 5^^^^^! ^ JUJI AiLjal 



_) Add Shape 



^ Add Shape After 
J Add Shape Before 
^ Add Shape Above 
L J Add Shape Below 

- Assistant 





|,H^ Add Shape After | 




- 1 Add Shape Before 




^ Add Shape Above 




L '^.dd Shape Belovy 




^^ Add Assistant ^ 



1 



Design ^j^^ (> Create Graphic ^ (> Promote 




Presentation! - Microsoft PowerP 

Home Insert Design Transitions Animations Slide Show^^Revie^^^^^^^View r^p^plnpfr A44j<w^ [ r. gi'^ Forma 



□ Add Shape " <^ Promote ^ ' 

l£l "do Bullet ^ Demote^ > , 

^ Text Pane Right to Left ^ Layout ' 

Create Graphic 




Change 
Colors ' 



Layouts 



SmartArt Styles 



Reset Convert 
Graphic 
Reset 



^1 , — 













n 



Design s^jfiJt c> Create Graphic ^ >^ c> 

Jaj^^juoll ^^^ic Format cJzf^^ j Design ^'>j'<^> "^'^^ cijLi^^lc j^-^ .f^^^ ^^^^ 

^\ ^ . Design A^y^ -Y 



I 



Move Up 



Create Graphic ^ 



r 



> Move Down 



(jja Jai^l 4 Create Graphic - ^ 



r 



dl 



■"^^ — \ I 



, — ' 1 9 f 



: Smart Art 

_-Lj^>jill ^^^ic ForiTiat (jj-*-*^ j Design ^-^j^^"^**^ c-ujiill cijLi^^lc. j^-^^ a\\ jji^ - ) 



r 



[« I — I I — I 



1 dJUJJJ^I 














L 






1 



ll (jjS iaijJal ( Layouts tllUajiaij Ac j<^-s a\\ ^ . DeSigPlfiJ-^J^ MrJjf^' jjjS (j-a -Y 



^^^^H Home Insert Design 


Presentationl.pptx - Microsoft PowerPoint 

• - . - rijtions Slide Show Review 






1 


Add Shape" Promote # Move Up 
£1 Add Bullet > Demote Move Down 
!^ Text Pane J Right to Left ^ Layout - 






Layouts 


,^BTtSe 

'Colors " 






Reset Convert 
Graphic 




SmartArt Style:" 



|_J Add Shape ' F 



n Text Pane J* Right to Lett Ji, Layoi 
Create Graphic 




Animations Slide Show Review View Developer Add-Ins Design 



co^n 



^ Mof j Horizontal Labeled Hierarchy [ 



SmartArt jjj*^ 

Jajj^l ^_jJc. Formst (jrJ^^ j Design CjLa!)lc. j^-2aja ^^-^ -'^i 



(jjs Jaijjal i SmartArt Styles ^^ . Design ft^*^ M^jf^^' tij^ (> -'^ 



5werPoint 

iew vievv Dc^eiopei -dd-ins 



Change 
Colors " 



marten- SMes 



I 



] 



F 01 mat 



Reset Convert 
Graphic 

Reset 



Presentation!. pptx - Microsoft PowerPoint .^^L BBE^SH 

nsert Design Transitions Animations Slide Show Review View Developer Add-Ins Design 


mote Move Down [mF ^^T^ •» 

^ MBBlta UBLBUB el, Iffi Change 
iht to Left Layout - ' Colors ' 


Best Match for Document 




Graphic | Layouts | 
1 1 .12- 1 • 1 ■ 1 lO' 1 • 1 • 1 -8 • I • 1 • 1 -6 • 1 • 1 • 1 '4 ■ 1 • 1 • 1 -2 • . • . ■ 1 .0 • 1 • 1 • 1 a ■ 1 ■ 1 • 1 .4 • I • 1 • 1 • 


3-D 





























iajj^i (jjxujj Format j ^"^ Design s-yjfii' cjLa!)ic j^Jaja Uai-aii ji^a. - ) 



iai^i SmartArt Styles ^ ^ . Design s^jf^ii cij^ c> 
.Aili^i ji jlVi 5Jax^ . Change Colorsji j^Vi j^Vt 



Presentationl.pptx - Microsoft PowerPoint 
Animations Slide Show Review View Developer Add-Ins 



Format 



Layouts 




Smartirt Sb/le? 



Reset Convert 
Graphic 

Reset 



Presentationl.pptx - Microsoft PowerPoinl 















Primary Theme Colors 



Reset Convert 



. 



-rl- 

Accent 



Recolor Pictures in SmartArt Graphic 




shape Styles ^U.'Vt Jfr " " Jl^Vl 



.SmartArt -1=1^ (jii^-- i^j^ Jii^Vi -'^ 





mm 



-^^1 iai^l tiaUjI Shape Styles ^ . ^j/^ Format s^jf^l (jj^ c> -"^ 



Design Tianiitions 


Presentationl.pptx - Microsoft PowerPoint 
animations Slide Show Review View Developer Add-Ins 






^1 F u 1 


nidt 1 


1 Abe j 1 Abe j 1 Abe j 




^ Shape Fill - 

^ Shape Outline ^ ^ 

t ^nape Effects ^ 






lexl hill' 
^ Text Outline'' 
/*\ Text Effects - 


Arrange 


Size 




Shape S^yles 







I Abe j I Abe j I Abe j 1^ Abe j I Abe j | Abe j | Abe j 



^ Text Fill' ^ 
/A\ - ^Text Outline ' 



Arrange Size 



g g g y g g y 




_C_J jUaAll JaAill (Jj^JujJ Jj.'^^lj ^ - £ 



.SmartArt -2^^ iJ ls cr^i Ji£^Vi - > 




Shape Effects j^l ' Shape Styles ^ j^^l ^ .Format (Jj-^ m^jj^' 6^ t> -"^ 



Piesentationl.pptx - Microsoft PowerPoint 
Design Transitions Animations Slide Show Review View Developer Add-Ins Desig n J Format 




Q Q :,iEE:=H ^ ^ 



- /t\ T.xt e 



[ J B*n«<rtion 

□ ^ . CI O^^w^O 

^Je^^^ -^^Vi PwspKtlw* I Off AxU 3 Top I 

a □ CD a 
a a I— I ci 
0 o o 



-filial 




to add notes 



jILiaII j^l^l ^^^^^ ^ - £ 



l^Ui^loil AjL<u r'n^j J^l ^UjI AjjXil <^Lkkl ^1 cijUiill cii^ 5^!^ j points * ^ * 

, Jlill Jlloll ^ L£ tilli J iAl nij 

<^ r^^'i -kjk ciSiiA (ji h^!^ ^^Jc^ I piGy Football ^-^ 

■Pley 




Spelling -^^i^i Proofing ^ V- j Review -i^i-^i 

US 



E^J ^ ^ ^ Presentation! - Microsoft PowerPc 
Home Insert Design Transitions Anim ations S 



Review I View 



^ m m 

Spelling Research Thesaurus 




^ ^ ^ ZJ ZJ 



Translate Language Snov. New Edit Delete Previous NcKt | C 

^ I Markup Comment Comment 
i 3f :! uiH^ Comments 



Spoiling ^ j cP^' i)->^ ^y^i^ ^^UjJi ^jij -V 





-¥ 






f 1 pley football 


i 








O 




^^^^^^^^^^^^ 1 g Im^mI 






Not in DicBonaryi pley j 






Change to: play 


1 ^nore | | I^ore All | 






ply" 


a 


[ Oiange | [ Change AH | 






1 ploy 

1 paly 




1 PgiA II Sijggest 1 






U [ Options... ] 




1 AutoCorrect | | C 


lose 1 













: juii£ Spelling ^^iaUj 




^ (ii u ui igji " ^^Xai LL^ Lgj ^1 4.aKJI ^1 Not in Dictionary: 

cjUKJi ^ ^jVi 'uKJi -J AiLUJi -uKli jiiiiuji -ujii-ai t^ijj^ : Change to 

t^ij^ajj t ^XiVi UaiJi jiJuioiV cjUKJi AijJi ^1 \ Suggostlons 

CjUKJI lilli J J (Jiui*i jj><u]l iaJ>i '4jJ^ 

^caau^i JLkjjj ^ij^ Cars, power point options j'j^ e^j^ ^ : Options 

1^ jLull AjaJ i}^Sjl\ ^Oual >aj aIIHa^I JaUj IgnorG 

^ ^jiui ^jxii J ( ^!iUi iLi ) ^1 ^uiiii jAu: Ignore All 
^ Ujji: ^ AAjau^i ^1 ( UaaJi ) jjJLi Change -i 

Ais ^jSiii o^jxJi J aa^i ^!!Uvi Uaiii j^ai Change All 

^ 4-4Kii 6 <^ I J iiiLjj jjUi ^1 jiiavi a- ^(-^l Add -V 

. ^!5UI Ual 1^1 Jft 

. ^naVi UaaJi J jjvi ^1 sjjxJi ^1 : Suggest -A 
. UaaJi ^^p^ ^ uiiD jjaa^i 4-4^31 ^iiiuu AutoCorrect 

. jjflJiii s jau 6- ^jj^i Close - ^ • 




(^jUaVI ft*^' jtiij^i Luiaijjfli power point ^ • ^ • S^'-^J^ 

Page Setup -^j-^^i j^'j Design m^jj^i -2=^-^1 





HSSI|||| Home 




Page Slide 
Setup Orientation ^ 

Page Setup 









jA La£ AJiuiirtii u] j^-kia ( 2ja^jji]i cUji Aliaj ) Slide Orieiitation iaSuJai -t 



I Home Insert Desiai 



Page 
Setup 
Pa 



Slide 
Orientation ^ 



Portrait 









Landscape 





I lO- I • I 



JidJI ^ us ^ J*A Portrait 




Ji^iil ^ us ^1 J Aaj^^IJI J*^ Landscape 




Page Setup -^j-a^^i J^\j Design m^jj^' ij^ Jai^i .\ 



Home l^^ert^,^^ 



jr I Tra 











Page 


Slide 


Setup 


Orientation " 



sill 



Jl*iil ^ us Page Setup s^^l ^ Page Setup -^=^--^1 




Slides sized for: Orientation 

Pn-SCTeen Show (4: 3) Slides 

Width: ' Portrait 

25.4 : cm I I * Landscape 

Notes, handouts & outline 

19.05 : cm 
Number slides from: 



OK 



Caned 



1 



a Portrait 
O Landscape 



customize Quick Access tjj^t Jj^jii ^Ijji -^j-i (^-Si 'LfrUlaii >»j Aiujab 
A^ijiflVi AjuUaii ^^1 tr^jSiii cHjxil JL-ji ^ Quick Print -isi^i -^j Toolbar 



Home Inse Customize Quick Access Toolbar 







1^ 




New 










Open 


Paste 
^ / 


New 

Slide' 






Save 


Clipboard 




Slid. 




E-mail 



Quick Print 

Print Preview and Print 




Spelling 
|"7] Undo 
[7] Redo 

Slide Show From Beginning 

Open Recent File 



More Commands... 
Show Below the Ribbon 



AfrUaii cjiJijfri AfrUaii ^> j^iij Print jUii ^ File s^jfiii <^ -la*^! 



I pley football. pptDc - Microsoft PowerPoint 
Insert Design Transitions Animations Slide Show Review view Developer Add-Ins 



d Save 
gj[ Save As 
\3 Open 
Close 

Info 

Recent 

New 

Save & Send 
Help 

J Options 
Q Exit 



□ 



Copies 1 



Printer ^ 

hp business InkJet 1000 
Error: 1 document waiting 

Printer Propertie 

Settings 




Slides: 



Print All Slides 



Print entire presentationJ^^Ji 



^ - j 1 Full Page Slides 

i^^JI' ' Print 1 slide per page 



1^ Collated 

^1,2,3 1,2.3 1,2.3 



3 



Edit Header & Footer 



I play football 




51 




^ hp business Inkjet 1000 
Error 1 document waiting 



Fax 

Offline 



hp business inkjet 1000 
Error: 1 document waiting 



Microsoft XPS Document Writer 
Ready 

Snagit 8 

Add Printer,.. 
Print to File 



, Print All SlidtG 
'" — ' Print entire preL-ci ;;. o .; _ : . j 


Sides 




Print Al Sides 

Print entire presentation 




Print Selection 

Only print the selected slides 




Print Current Slide 

Only print the current slide 




Custom Range 

Enter specific slides to print 





Slides: 1-5 

L 



t© 



□ 

Full Page Slides 



0 i 

Notes Pages Outline 



ail 

1 Slide 2 Slides 3 Slides 

ill 

les Horizontal 6 Slides Horizontal 9 Slides Horiz 

g i i 



4 Slides Vertical 6 Slides Vertical 9 Slides Vertical 
Frame Slides 
Scale to Fit Paper 
High Quality 



I Full Page Slides 



□ 


Full Page Slides 


Printl slide per page i 




^-^1,2,3 1,2,3 1,2,3 


m 


n Collated 

I 1,2,3 1,2,3 1,2,3 




=L Uncollated 1 
^ 1,1,1 2,2,2 3,3,3 





Color 




■ 


Color 1 




H 


Grayscale 




y 


Pure Black and White . 



4JjljU4lt Ailald ^ ^rtjilViti (j^jftit CjK4<n (j^j^ ^ (-fl >uu J ^<ia,<U] ^^^Vl (jj^ iaxJat 
^ SjJjlU CjKS<n (j^j^ J Ujjir jt A^Uklt Jji 4JjljL4]t J:^^^ JriJ^' < j^nn ^ — ^ % 



Start Slide Show d^jp- f-^ ^ja^ 
Start Slide Show '^j^ Slide Show t> 

Home Insert Design Transitions Animations Slide Show 

V ^ tr , H p ^ 

From Prom Broadcast Custom Set Up Hide Rehearse Record Slide 
BeginninNZurrent Slide Slide Show Slide Show Slide Show Slide Timings Show 



jVi A^j^i t> 1 jLuti ^ij^i From Beginning 

a^j^i ^y, ijUti ^ij^i ^^jt ^ From Current Slide 

^jiiioiJi ^1 diijiiyi Aiij^ ^ ^ijjiii Broadcast Slide Show 

Password J <^jusername 

. u jLik) ^ ^. r.,n^.i ^ij^ Custom Slide Show 



^Uialj (>aj*il Mjjjla ^ ■^•^1 pOWer poInt ^ • ^ • S-«^JJ f*-^ 

. -ijjj i^>^ presentation y^-^Siii o^j*ii ^S:^ a^J^ aJj^i 
o^jjjdi fUiji ^ ^i^iuu ^ij ^i^Ji Slide Show Option iJ^^ dj^h 

Set Up '^^^ J^h Slide Show t> 



p^senTatTon^^vTic^soT^'owm'om^^^^ 
I Slide Show , Review View Deveioj 



lions 



Animations 



Set Up Hide 
Slide Slide 



[Zl Play Narrations 

[7] Use Timings 

Rehearse Record Slide 

Timings Show- IZJ Show Media Controls 

Set Up 



Set Up Show 




Set up advanced options for the 
slide show, such as kiosk mode. 



^1 ch\ jUi.vi c> W^j ^ >^!^ Set Up Slide Show -i^^^i 



Set Up Show 

Show type 

a Presented by a speaker (full saeen) 
Browsed by an individual (window) 
Browsed at a Idosk (full saeen) 



Show options 

HH Loop continuously until 'Esc' 
r~l Show without narration 
O show without animation 
Pen color: 
Laser pointer color: 




show slides 
o All 
From: 



Custom show: 



Advance slides 
' _ Manually 

Using timings, if present 

Multiple monitors 

Display slide show on; 



Primary Monitor 



n Show Presenter View 



3 



To show a laser pointer during slide show, hold down the Ctrl key and press the left mouse 
button. 



OK 



Cancel 



A^skL^\ ^ <^Liui ^ I jjjS ^ji^ojou Slide Show Option J J j 









Looping show option c> 
continuously Until " Esc" 




Show without narration 
Show without aninnation 




Pen color 
Laser pointer color 


^1 ^1^1 ji^l All 
j^l ^ jikj ^ jc^ From 
^ Aiix^ ^1 CustoiTi show 


cjijUiki cilUA show slide 
All - froiTi - custonn show 


^ djajiu ^<^\ cJiUjV Manually 
inouse 


advance slides ^ 



